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 Today’s kickoff meeting will familiarize User Acceptance Testing (UAT) 

Participants and Security Access Managers (SAMs) with details of UAT 

sessions and understand expectations during testing.

 Relevant Master Readiness Workplan (MRW) Tasks:

Task ID Task Name

FUNC37 Identify UAT Participants

TECH103 Provide Interface Files to Support User Acceptance Testing 

FUNC44 Participate in User Acceptance Testing Kickoff

FUNC42 Participate in User Acceptance Testing

TECH101 Coordinate Security Access Manager Support for User Acceptance Testing

User Acceptance Testing
Overview
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 UAT strategically targets representative agencies and a sample of the 

State’s end users to validate Florida PALM works as designed.
◦ DFS Divisions of A&A and Treasury, DACS, DBPR, DEO, DEP, DFS, DOH, and 

DOR 

 Conducted to confirm end users can perform their work functions in 

Florida PALM.

 Gives an opportunity for end users to “see, feel, and experience” 

Florida PALM before it is deployed into production.

User Acceptance Testing
Overview

03/23/2021UAT Kickoff Meeting

http://www.myfloridacfo.com/floridapalm/default.htm
http://www.myfloridacfo.com/floridapalm/default.htm


6

 UAT virtual sessions will be conducted starting March 25 through April 
30.

 The tables on the next slides identify the business processes, 
associated agency, and DFS Florida PALM end user roles that are 
planned to be tested during each week of UAT.

User Acceptance Testing
Overview
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User Acceptance Testing
Overview
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User Acceptance Testing
Overview

03/23/2021UAT Kickoff Meeting

 The UAT schedule identifies the UAT Scripts planned to be executed 
each day, to include the applicable Florida PALM end user role.  The 
UAT schedule and session meeting invitations have been shared 
with UAT Participants.

 On the next slide is an example of Week 1.  Refer to MRW Task 
FUNC44 for the full schedule.
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 Review UAT Schedule and identify which days you should attend 

based on your agency and role.

 Complete the execution of UAT Scripts with the assistance and 

support of Florida PALM UAT Support Staff. Florida PALM UAT 

Support Staff will help answer questions, log defects or discrepancies 

as System Investigation Requests (SIRs) and capture concerns.

 Document the results of each UAT Script through capturing 

screenshots. Screenshots will not need to be provided for each step, 

instead, you will be prompted within the UAT Script when to take 

screenshots.

User Acceptance Testing
UAT Participant Expectations
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 UAT Participants:

◦ are expected to have logged into the Florida PALM UAT system to confirm 

access has been established.

◦ may be asked to re-execute a UAT Script or portions of the script to provide 

additional supporting detail for the testing results.

◦ will be given a pulse survey, at the end of UAT, to provide feedback based on 

their UAT experience.

User Acceptance Testing
UAT Participant Expectations
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 Be available during the time your agency will be participating virtually 

in each UAT session. You do not need to attend the UAT sessions.

 If your assistance is requested during a UAT session, you will be 

contacted through email by a Florida PALM UAT Support Staff.

 Assist your agency in troubleshooting and resolving log on and access 

issues (to pages, reports, etc.) that may arise.

User Acceptance Testing
SAM Expectations
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 UAT Scripts are Microsoft Excel documents that define the detailed step-by-step 

instructions you must follow to complete execution of a test scenario within a 

defined business process, including the data used and detailed expected results.

➢ Each UAT script includes:

• Script ID and Name

• Business Process/Sub-

process

• Florida PALM Role Name

• Tester’s details

• Pre-requisite/Dependencies

• Step Number

• Step Description

• Input Data

• Expected Results

• Status (OK/Defect ID)

UAT Processes
UAT Scripts

You do not have to do three passes. 2nd and 3rd

passes are to be used for retesting of defects.
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 Receive UAT Scripts
◦ UAT Scripts will be sent to participants by email prior to the start of the tester’s 

identified session. 

UAT Processes
Execution Steps

03/23/2021UAT Kickoff Meeting
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 Execute UAT Script Step 1
◦ Go to https://finuat1.flpalm.myfloridacfo.gov/
◦ Select your agency from the dropdown provided
◦ Click the Log In button
◦ Log in with the appropriate agency ID (your agency email address and password)

UAT Processes
Execution Steps

03/23/2021UAT Kickoff Meeting
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 Execute UAT Script Step 2
◦ “Main Menu” means to first click the NavBar button (compass icon), then click 

the Navigator button.
◦ Follow the navigation path as noted in the script to access the respective page.

UAT Processes
Execution Steps

03/23/2021UAT Kickoff Meeting
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 Document Step Completion Status
◦ Execute each step within the test script in the noted order

◦ Document whether a step passed by entering “OK” or failed by entering “Defect 

(#)”

UAT Processes
Execution Steps

03/23/2021UAT Kickoff Meeting
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 Capture Screenshots when prompted by UAT Script
◦ Take a screenshot when prompted to confirm that a step was executed successfully

◦ A screenshot should also be captured if the Step is noted as with a “Defect (#)”

UAT Processes
Execution Steps
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 Paste Screenshot into the Validation Screenshots tab
◦ Reference the Step # and paste the screenshot under the step

UAT Processes
Execution Steps
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UAT Processes
Encountering Defects during UAT

 Defects occur when actual results do 
not match expected results.

 When you encounter defects, please 
take a screenshot, paste it into the 
Validation Screenshots tab, and mark 
the step with a defect number. For 
example: Defect 1, Defect 2, or Defect 
3.

 When in doubt, communicate with the 
Florida PALM UAT Support Staff in the 
session. The Florida PALM UAT 
Support Staff will review and confirm 
whether it is a defect.

03/23/2021UAT Kickoff Meeting
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UAT Processes
Encountering Defects during UAT

 Each valid defect will be logged as SIR by Florida PALM UAT 

Support Staff. Once the SIR has been resolved, you will be 

notified to re-execute the necessary steps to verify that the 

defect has been resolved.

 In some events, Florida PALM UAT Support Staff may 

establish meetings and working sessions with you to further 

review, investigate, and resolve defects.

03/23/2021UAT Kickoff Meeting
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 Once Script Execution is Complete
◦ Enter your name in the “Executed By” field and your agency in the 

“Organization” field
◦ Populate the Status with either a “Pass” or “Fail”. 

 Pass – once all steps are complete and no open defects
 Fail – expected results do not match actual results and a defect has been found 

and not resolved during session

UAT Processes
Execution Steps

03/23/2021UAT Kickoff Meeting
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 Email the Completed UAT Scripts to the UAT Support Inbox

◦ FloridaPALM_UATSupport@myfloridacfo.com

UAT Processes
Execution Steps

Type in the UAT Script ID 

in the Subject line

In the body of the email, 

type in the following:

- Your agency

- Script ID

- Script Name

- Status (pass or fail)

03/23/2021UAT Kickoff Meeting
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 Execute your next script, if applicable

UAT Processes
Execution Steps
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UAT Processes
Survey

 At the completion of UAT execution, the Florida PALM Project Team 

will distribute a pulse survey via SurveyMonkey to collect feedback 

from participants on their UAT experience.
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28Day in the Life of a UAT Participant

Begin to 

Execute 

Scripts

Retest once 

Defect is 

Fixed

Defect 

Encountered

?

Receive UAT 

Scripts to 

Execute

Mark Step 

as a Defect

Mark Step 

as “OK”

Email Test 

Results to  

Florida PALM 

UAT Support 

Inbox

03/23/2021UAT Kickoff Meeting

No

Yes

http://www.myfloridacfo.com/floridapalm/default.htm
http://www.myfloridacfo.com/floridapalm/default.htm


29

03/23/2021UAT Kickoff Meeting

http://www.myfloridacfo.com/floridapalm/default.htm
http://www.myfloridacfo.com/floridapalm/default.htm


Basic Navigation Walkthrough

Demo

Navigating in

Florida PALM
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FOR QUESTIONS RELATED TO UAT, CONTACT UAT SUPPORT

FLORIDAPALM_UATSUPPORT@MYFLORIDACFO.COM

PROJECT WEBSITE

WWW.MYFLORIDACFO.COM/FLORIDAPALM/
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