COEPD – Capstone Prep 3 – Part 2 - Santosh Bilgunde
Q1. What is the difference between Brainstorming and JAD Sessions?
Brainstorming is best for generating ideas and solving business-level problems.
JAD is best for clarifying technical requirements and ensuring alignment between business and IT teams.
		Difference Between Brainstorming and JAD Sessions

	 
	 
	 

	Point
	Brainstorming
	JAD (Joint Application Development)

	Purpose
	Used to generate multiple creative ideas or solutions for a problem.
	Used to gather detailed business and technical requirements collaboratively.

	Focus Area
	Mainly focuses on business or functional challenges.
	Focuses on technical or system-related challenges.

	Participants
	Includes Business Analysts, domain experts, and stakeholders.
	Includes Business Analysts, technical experts (like developers, DBAs, network engineers), and clients.

	Approach/Format
	Informal and creative discussion to encourage idea generation.
	Structured and formal workshop to define and finalize system requirements.

	Timing
	Usually conducted in the initial or analysis phase of the project.
	Conducted midway or during technical discussions when specific technical input is required.

	Outcome
	A list of possible ideas or solutions to explore further.
	A set of finalized and validated technical and business requirements.

	Example
	Conducted to identify possible new features or process improvements.
	Conducted to discuss how the system will technically support business requirements.



	
	




Q2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify.
Document Analysis is one of the most important and compulsory techniques used in every project because it helps the Business Analyst understand the existing process, system, and business rules before starting new requirement gathering.
In this technique, the BA carefully studies different types of project documents such as emails, meeting minutes, process flow charts, policy documents, reports, and user manuals.
By reviewing these materials, the analyst gains valuable background knowledge about how the current system works and what changes or improvements are needed.
This technique is compulsory because:
· It provides a clear understanding of the existing process before interacting with stakeholders.
· It helps save time and reduces the chances of missing important information.
· It ensures that the analysis is based on factual and verified information, not just assumptions.
· It helps the BA prepare better questions for interviews and workshops.
Q3. In Which Context we will use Reverse Engineering?
Reverse Engineering is used when there is little or no documentation available for an existing system, but we still need to understand how that system works.
It helps the Business Analyst and technical team identify the system’s features, workflow, data structure, and functionality by studying the current application directly.
We mainly use this approach in migration or system-upgrade projects.
There are two categories of reverse engineering:
Black Box: In Black box reverse engineering, system or product is analysed without any knowledge of its internal workings, the focus is on observing inputs and outputs, testing behaviour and deducing functionality.  
White Box: White box reverse engineering involves full access to the internal components, code or design documents of the system
 

Q4. What is the difference between Brainstorming and Focus Groups?
	Difference between Brainstorming and Focus Groups

	Feature
	Brainstorming
	Focus Groups

	Purpose
	Generate ideas, solutions, or creative approaches.
	Gather feedback, opinions, and requirements from potential users.

	Participants
	Team members or stakeholders, usually with similar expertise.
	Potential users or stakeholders, can be homogeneous (same domain) or heterogeneous (different roles).

	Method/Format
	Free-flowing discussion, encourages all ideas without judgment.
	Guided discussion or interaction, often with structured questions.

	Outcome
	List of ideas, solutions, or features to consider.
	Insights, preferences, and real-world requirements for the project.

	When Used
	Early stages of project design or problem-solving.
	Requirement gathering, user research, or validating project features.

	Focus
	Creativity and quantity of ideas.
	User needs, experiences, and expectations.

	 
	 
	 

	In short:
	Let’s come up with ideas
	Let’s talk to users and understand what they want.



Q5. Observation Technique – Explain both Active and Passive approaches.
Observation is a method of collecting information by watching users or processes in their natural environment rather than asking them directly.
Active Observation approach, 
The BA directly interacts with users, asks questions, and observes how tasks are performed. This gives immediate clarification and understanding. 
Passive Observation approach, 
The BA silently observes the users without interference, allowing natural behavior to be recorded. 
Active is suitable for interactive processes, while Passive is better for sensitive or complex environments.
Q6. How do you conduct the Requirements Workshop?
A requirement workshop is a collaborative session with the client and their departments to clarify, organize, and understand requirements when they are complex or scattered.
Steps to conduct a requirements workshop:
· Define Objectives & Agenda: Clearly state the purpose of the workshop (e.g., to gather requirements for the checkout module).
· Identify and Invite Stakeholders: Ensure participation of BAs, SMEs, developers, testers, and business users.
· Facilitate Discussions: Use techniques like brainstorming, process modelling, or scenarios to gather requirements.
· Clarify & Resolve Conflicts: Address differences, ensure shared understanding, and remove ambiguities.
· Prioritize Requirements: Rank requirements based on business value, feasibility, and urgency.
· Document Outcomes: Record all agreed requirements and share them with participants for sign-off
Q7. In which context, Interview Technique can be conducted by a BA? How many approaches are there in conducting Interviews? Explain them. Explain the difference between Open Ended and Closed Ended Questions.
An interview is any interaction with a person to understand their views, needs, or requirements about a particular topic, process, or system.
As a Business Analyst (BA): After gathering initial requirements, we sort and analyze them.
If conflicts or unclear points arise, we schedule an interview with the responsible stakeholder to clarify and finalize requirements.
	Types of Interview Approaches

	1. Structured Interview
	2. Unstructured Interview

	Questions are planned in advance and asked in a specific order.
	More flexible and conversational.

	Ensures all topics are covered systematically.
	You start with a general question and ask follow-up questions based on the responses.

	Example: You have a checklist of questions about a form or process and ask them one by one.
	Useful when exploring unknown areas or discovering hidden requirements.

	Types of Questions

	1. Open-ended Questions
	2. Closed-ended Questions

	Require explanation or detailed answers.
	Can be answered with Yes/No or short specific responses.

	Example: “How do you process customer orders in your department?”
	Example: “Do you use software to track orders?Interviews are direct interactions to clarify or confirm requirements


Q8. Questionnaire Technique – Where we will use? Give one example.
Questionnaires are used when we need to collect information from a large group of stakeholders efficiently. They are ideal when time or location limits direct interviews. Example: Sending a survey to all employees to gather feedback on the usability of a new HR system.
Questionnaire can include open ended questions and close ended questions.
Open-ended Questions: These allow respondents to answer in their own words, providing detailed insights, opinions and expectations.
Close-ended Questions: These provide predefined answer choice such as Yes/No, multiple choice or ratings scales, making the data easier to compare and analyse.
Example: In an online agriculture store project, a questionnaire can be sent to customers asking both open ended and closed ended questions such as:
· How often do you use the application? (Closed-ended)
· What improvements would you like to see in the checkout process?  (Open-ended)


Q9. How to Sort the Requirements – Where we will use? Give one example.
Sorting requirements helps to organize and categorize them based on function, priority, or type. 
We use sorting during the requirement analysis phase to make documentation and validation easier. 
Example: Sorting requirements as Functional, Non-functional, and Technical.
Q10. Prioritise the Requirements – Where we will use? Give one example.
Prioritization helps determine which requirements are most critical to deliver first. 
It is used in Agile and traditional models to ensure maximum business value early.
 Example: Using MoSCoW technique – Must Have, Should Have, Could Have, and Won’t Have.

Q11. Weekly status reporting – How we will drive?
Weekly status reporting involves summarizing the project’s progress, key achievements, pending items, risks, and next week’s plan. 
· The BA collects updates from the team and presents them in a structured report to stakeholders. (via email, dashboard or meeting)

This ensures transparency and early identification of issues.
Q12. Meeting Minutes Document – prepare one Sample.
Minutes of Meeting (MoM) is the official written record of everything discussed, decided and agreed upon during a meeting? It captures the key points, action items, responsibilities and deadlines ensuring that nothing important is forgotten after the meeting ends. It tracks progress by serving as a reference point for follow-ups in future meetings.
	Meeting Title: Loan System Requirement Discussion


	Date and time
	10 Oct 2025     4:00 PM – 5:30 PM

	Location
	Zoom Meeting

	Attendees
	BA Team, HR, Accounts

	Agenda
	Loan System Requirement Discussion

	Discussion Summary
	
- HR shared eligibility rules for loans.
- Accounts requested automation for deductions.


	Decisions Made
	BA team will document the loan workflow.
HR will provide a sample loan policy document.
 Pending Decisions:
Review automation process for deductions in next meeting.


	Action Items
	- BA to document workflow.
- HR to send sample policy.

	Owner
	Santosh bilgunde(BA)

	Due Date
	14th october2025

	Agenda Summary
	Discuss requirements for the loan system.
Understand eligibility rules from HR.
Identify automation needs for deductions from Accounts.


	Next Meeting

	Meeting Title:
	: Loan System Requirement Discussion

	Date and Time:
	15thst October 2025

	Location:
	Zoom Meeting

	Expected Attendees
	HR,BA,Accounts



Q13. Change Tracker – Document – prepare one Sample.
A Change tracker document is a project management or business analysis tool used to record, monitor and manage all changes requested or made during the lifecycle of a project. Since requirements, scope or design often evolve, this document provides a single point of reference to track what changes were proposed, their impact, approval status and implementation progress.

	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved By

	10-Oct-25
	V 1.0
	Added new loan type 'Education Loan' requested by HR; updated UI and database schema
	Santosh
	BA
	Signed
	Mr Peter(Project Manager)

	12-Oct-25
	V 1.1
	Corrected database schema for loan interest rates; updated sample data
	Santosh
	BA
	Signed
	Mr Alexendar(Delivery Head)

	14-Oct-25
	V 1.2
	Refined UI workflow for loan application submission
	Santosh
	BA
	Signed
	Mr Peter(Project Manager)

	16-Oct-25
	V 1.3
	Incorporated validation rules for loan eligibility and approval
	Santosh
	BA
	Signed
	Mr Peter(Project Manager)



Q14. Difference between Traditional Development Model and Agile Development Models.
	Aspect
	Traditional Development Model (Waterfall)
	Agile Development Model (Scrum)

	Development Approach
	Linear and Sequential, where each phase must be completed before moving to the next.
	Iterative and incremental as development is done in short cycles called sprints, with continuous feedback and improvements.

	Flexibility and Adaptability
	Very Rigid as changes are difficult and costly once a phase is completed.
	Highly flexible as changes can be accommodated at any stage of development.

	Project Planning
	Heavy upfront planning as requirements are defined in detail before development starts.
	Adaptive planning where requirements and plans evolve as the project progresses.

	Delivery of Software
	Delivered as a complete product at the end of the project lifecycle
	Delivered in small, working increments throughout the project.

	Client Involvement
	Limited as client are mainly involved during requirements gathering and final delivery.
	Continuous as client are engaged throughout development for feedback and validation.



Q15. Explain Brainstorming Technique – Where to use?
Brainstorming is a creative group technique to generate multiple ideas or solutions in a short time. It is used in the early phases of requirement gathering or problem-solving. It encourages team participation and helps discover innovative ideas that may not arise individually.
Q16. What reports Accounts Departments will generate (minimum 5 reports).
Accounts Department Reports:
1. Loan Application Summary Report
2. Approved vs. Rejected Loans Report
3. Monthly Loan Deduction Report
4. Outstanding Loan Balance Report
5. Loan Repayment History Report
Q17. What is the structure of the message/mail communicated from HR to employee if Loan is rejected?
Subject: Loan Application Status – Rejected

Dear [Employee Name],

We regret to inform you that your loan application has been reviewed and unfortunately cannot be approved at this time.
Reason: [Mention reason here]

Please contact HR for any clarification.

Best Regards,
HR Department
TTS Company
Q18. What is the structure of the message/mail communicated from HR to employee if Loan is approved?
Subject: Loan Application Status – Approved

Dear [Employee Name],

We are pleased to inform you that your loan application has been approved. Below are the loan details:
Loan Amount: [Amount]
Repayment Period: [Duration]
Monthly Deduction: [Amount]

Please review and confirm acceptance of the terms.

Best Regards,
HR Department
TTS Company
Q19. Design a sample report on the Loans applications Received by Accounts 
Answer: A sample report on the Loans applications Received by the accounts department is:
Loan Application Received Report:
Department: Accounts Department
Report Period: [Start Date] - [End Date]
Generated On: [Report Date]
Generated By: Accounts Department
Loan Application Summary
	Application ID
	Employee ID
	Employee Name
	Department
	Loan Amount Requested
	Application Date
	Status
	Reviewed By

	LA-001
	EMP - 101
	John Smith
	IT
	Rs 1,00,000
	05 Oct 2025
	Approved
	Account Manager

	LA-002
	EMP – 112
	Priya Sharma
	HR
	Rs 75,000
	07 Oct 2025
	Reject
	Account Officer

	LA-003
	EMP – 125
	Arjun Mehta
	Finance
	Rs 50,000
	08 Oct 2025
	Pending
	 -

	LA-004
	EMP – 133
	Anmol Singh
	Sales
	Rs 40,000
	09 Oct 2025
	Approved
	Account Manager

	LA-005
	EMP - 148
	Priya Yadav
	Operations
	Rs35 ,000
	10 Oct 2025
	Pending
	-



Insights:
· Total Application Received: 5
· Approved Applications: 2
· Rejected Applications: 1
· Pending Applications: 2
· Total Loan Amount Requested: Rs 300,000
· Total Loan Amount Approved: Rs 1,40,000
Q20. Which reporting tools we will use for generating reports.
1. Power BI (PB)
· Power BI is a business intelligence and reporting tool used to generate interactive dashboards, reports, and visual analytics.
· Suitable for visualizing large datasets from multiple sources and performing real-time analysis.
Features for Reporting:
· Drag-and-drop report creation.
· Charts, tables, KPIs, and drill-down capabilities.
· Can connect to SQL databases, Excel, ERP systems, or APIs.
Example:
· Generate a monthly employee attendance report or loan approval summary for management.
2. Tabula
· [bookmark: _GoBack]Tabula is a data extraction tool, primarily used to extract tables from PDF documents into Excel or CSV for reporting purposes.
· Ideal when reports are in PDF format and need to be analyzed or transformed into structured data.
Example:
· Extract financial statements or bank statements from PDFs and then generate reports using Excel or Power BI.

