
 

BoardSpace - Heuristic Analysis 

Creating Agendas 
-select ‘created new meeting’ 
 

 
-select meeting location and template type (small agenda shows on right of window to preview 
what is included 
-select ‘create’ 

 
 
 
 
 
 
 
 
 
 
 



 

-select ‘agenda’ to add items/edit items in meeting agenda 
-items are already set but can add new items using the ‘+’ icon on bottom left 

-NOTE: I initially missed where to add new items b/c my eye was scanning the right side 
of the screen.  Can the ‘+’ sign be made more obvious or elevated in some way? 

 
 
-to create a sub-item, click ‘subitem’ on right of screen 
​ ​  

 



 

-Note: Once clicked, the new subitem box that was added isn’t highlighted.  I missed that 
it had been added to the page and clicked it a few times.  The new field only gets outlined once 
clicked 

 
-Note: When adding multiple sub-items, I initially just clicked the sub-item box right 

above where I wanted the new item placed.  This incorrectly creates a sub-sub item.  When I 
previewed my completed agenda later I realized what had happened and had to go back to edit 
it all 

 
-When changes are made, a large button at the top of the screen indicates that they are 
unsaved. 
​ -NOTE: can changes be autosaved like in Google Docs or Word?  Currently users must 
manually save all changes. 

 



 
-once editing is complete and work saved, you can select ‘view/print agenda’ - this is where I noticed 
my mistake with sub items and the creation of sub sub items. 
​ -NOTE: clicking the ‘edit agenda’ button once on the view/print page doesn’t work.  I got stuck 
on the page and had to click meetings tab to get back to the main meetings page and back to my 
agenda 
​ -NOTE: nowhere in edit agenda to add attachments - this is only available in the Minutes page.  
Why? 
​ -NOTE: no option to email the agenda to meeting participants in advance - add this feature? 



 
MINUTES: 
-It wasn’t initially clear what the selection of names was when I was only scanning the page, which 
users might do in a hurry. 

-NOTE: no indication/prompt for what to do next 
-NOTE: there should clearly be a button the indicates the meeting is in session - I guessed the 

‘call to order’ button started the meeting 

 
​  
 
 

 



 
-not clear initially on how to take meeting minutes: What is the comment bubble on the side for?  What 
does the eye icon mean?   

-NOTE: include a text prompt or tool tip when users hover over each icon 

 
-can view/print minutes from the button 
 
NOTE: maybe users aren’t adjourning meetings b/c it doesn’t seem required - place an asterisk next to 
it 

 



 

 
 
 
 


