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Question 1 –What is the difference between Brainstorming and JAD Sessions?
Answer: 
Brainstorming is an informal, creative technique to generate ideas quickly, usually with fewer people and less structure.
JAD (Joint Application Development) is a structured meeting involving stakeholders to gather detailed requirements for a system or project.
Key Difference: 
Brainstorming focuses on idea generation, while JAD sessions focus on requirements gathering through collaboration.
	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Purpose
	Generate a wide range of creative ideas or solutions
	Gather detailed business and system requirements

	Focus
	Quantity of ideas (creativity over structure)
	Quality and completeness of requirements (structure over creativity)

	Structure
	Informal and unstructured
	Highly structured and facilitated

	Participants
	Usually a small group (can include anyone with ideas)
	Key stakeholders: Business users, SMEs, developers, testers, and a trained facilitator

	Duration
	Short (1–2 hours typically)
	Longer sessions (can span multiple days)

	Facilitation
	May or may not have a facilitator
	Always has a trained facilitator or moderator

	Output
	List of ideas or possible solutions
	Agreed-upon system requirements, process models, and specifications

	Best Used When
	You need to explore new ideas or solve a problem creatively
	You need to define accurate and detailed business/system requirements collaboratively



Question 2 – Why Document Analysis is one of the compulsory technique we use in a Project?
Answer: 
Document Analysis is considered a compulsory technique in many projects because it provides a foundation of understanding and helps reduce ambiguity during the early stages of analysis. Here's why it's essential:
1. Understand Existing Processes and Systems
By analyzing current documents (like process flows, user manuals, business policies, or system specifications), BAs gain a clear picture of how things currently work.
2. Identify Gaps and Improvement Areas
It helps identify missing functionality, outdated practices, or inefficiencies that need to be addressed in the new solution.
3. Validate and Cross-Check Requirements
Documents serve as a reference to verify whether stakeholder-stated requirements are complete and accurate.
4. Saves Time and Resources
Well-maintained documents reduce the time spent on stakeholder interviews or workshops, especially for routine or well-documented domains.
It complements techniques like interviews, workshops, and observations, ensuring a well-rounded understanding of the business context.

Example:
In a banking project, analyzing existing loan processing manuals helps the BA understand the rules and workflows before discussing improvements with stakeholders.

Question 3 – In Which Context we will use Reverse Engineering?
Answer: 
Reverse Engineering is used in the context of understanding, analyzing, or recreating an existing system—especially when documentation is missing, outdated, or unavailable.

Contexts Where Reverse Engineering is used:
1. Legacy System Modernization
When updating or replacing an old system with no or poor documentation, reverse engineering helps understand how it works before redesigning or migrating.
2. System Integration
To integrate a third-party or legacy system, reverse engineering helps uncover interfaces, data formats, or business rules.
3. Bug Fixing or Enhancements
Developers use reverse engineering to trace code, logic, or architecture in existing systems to fix bugs or add new features.
4. Security Analysis
In cybersecurity, it’s used to analyze malware or identify vulnerabilities in software or applications.
5. Compliance and Auditing
Reverse engineering helps ensure that existing systems follow regulations or meet technical standards.
6. Competitor Analysis (Ethically Limited)
Sometimes used (within legal boundaries) to understand how a competitor’s product works to improve one’s own.

Example:
If a manufacturing company uses a 15-year-old ERP system with no documentation, reverse engineering is used to analyze source code, data structures, and workflows to understand and replace it.



Question 4 – What is the difference between Brainstorming and Focus Groups?
Answer: 
· Brainstorming is for generating ideas.
· Focus Groups are for gathering user feedback and opinions.

	Aspect
	Brainstorming
	Focus Groups

	Purpose
	Generate creative ideas or solutions
	Gather opinions, perceptions, and feedback

	Approach
	Creative and idea-focused
	Research and discussion-focused

	Structure
	Informal, free-flowing
	Moderated, semi-structured

	Participants
	Usually internal team members
	Selected users, customers, or stakeholders

	Facilitator Role
	Guides idea generation
	Moderates discussion to explore viewpoints

	Focus
	Quantity of ideas
	Quality of insights and experiences

	Output
	List of possible ideas or features
	Insights, preferences, concerns, and suggestions

	Best Used For
	Problem-solving and innovation
	Validating concepts, understanding user needs



Question 5 – Observation Technique – Explain both Active and Passive approaches
Answer: 
The Observation Technique is used by Business Analysts to study how users perform tasks in their actual environment, helping uncover real behaviors, pain points, and process flows.
There are two main approaches:
1. Active Observation (Participatory Observation)
Definition:
· The analyst actively participates in the process while observing.
Key Features:
· The observer may ask questions, interact with users, or even perform tasks.
· Suitable when deeper involvement or understanding is needed.
· Helps uncover why users do things a certain way.
Example:
· A BA shadows a cashier in a retail store, asking questions during idle moments to understand how the POS system works.

2. Passive Observation (Non-Participatory Observation)
Definition:
· The analyst observes users without direct interaction.
Key Features:
· Users are not interrupted, so they behave more naturally.
· Ideal for understanding actual workflow and identifying inefficiencies or errors.
· Useful when the BA wants to avoid influencing user behaviour.
Example:
· A BA watches a warehouse worker scan and pack orders from a distance without asking questions or interfering.

Question 6 – How do you conduct the Requirements Workshop?
Answer: 
Conducting a Requirements Workshop is a structured and collaborative method to gather, refine, and validate requirements from stakeholders. It typically involves stakeholders, business analysts, and sometimes technical team members.

1. Define the Purpose and Scope
· Clarify the objective of the workshop (e.g., gather requirements for a new feature or process).
· Define the scope to keep discussions focused and productive.
2. Identify and Invite Stakeholders
Include key participants like:
· Business users
· Product owners
· SMEs (Subject Matter Experts)
· Developers/testers (if needed)
3. Plan the Workshop
· Prepare an agenda with clear topics and time allocations.
· Select a facilitator (often the Business Analyst).
· Arrange logistics (meeting room or virtual setup, materials, tools).
4. Prepare Pre-Workshop Materials
· Share relevant documents like:
· Existing process flows
· Business case
· Initial requirement drafts
· Give participants time to review.
5. Conduct the Workshop
· Kick-off with the objective and ground rules.
· Use facilitation techniques:
· Brainstorming
· SWOT analysis
· Use case walkthroughs
· Prototypes or mockups (if available)
· Engage participants to share needs, expectations, and constraints.
· Document all inputs (e.g., requirements, issues, action items).
6. Validate and Prioritize Requirements
Use tools like:
· MoSCoW (Must-have, Should-have, Could-have, Won’t-have)
· Voting or scoring
Ensure all stakeholders agree on what was captured.
7. Post-Workshop Follow-Up
· Summarize and send meeting minutes or a requirements summary.
· Share action items and responsibilities.
· Update the requirements document or backlog.
Outcome:
A clear, agreed-upon set of requirements, documented and ready for validation or development.


Question 7 – In which context, Interview Technique can be conducted by a BA? 
How may approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. 
Explain the difference between Open Ended Questions and Closed ended Questions
Answer: 
Context in which Interview Technique can be conducted by a BA
The Interview technique is used by a Business Analyst (BA) when direct communication with stakeholders is needed to:
· Gather detailed requirements.
· Clarify business processes or problems.
· Understand stakeholder expectations and pain points.
· Explore domain knowledge or expertise held by SMEs (Subject Matter Experts).
· Validate previously collected information.
· Gather feedback during UAT or post-implementation phases.

Best used when:
· Stakeholders are available and willing to participate.
· Detailed or sensitive information is needed.
· One-on-one or small group interaction is more effective than group techniques.

Approaches to Conduct Interviews
There are three main approaches to conducting interviews:
1. Structured Interview
· Predefined and fixed set of questions.
· Same questions are asked to all participants.
· Easy to compare answers.
· Less flexibility, but more consistency.
Example: “What is your role in the procurement process?”

2. Unstructured Interview
· No fixed set of questions.
· More of an open conversation.
· Useful in the early stages of analysis.
· Allows exploration of unexpected insights.
Example: “Can you walk me through how you handle a new order request?”

3. Semi-Structured Interview (Hybrid)
· Some questions are prepared in advance, but room is left for follow-ups.
· Most commonly used by BAs.
· Offers a balance between structure and flexibility.


Difference between Open-ended and Closed-ended Questions
	Type
	Open-ended Questions
	Closed-ended Questions

	Definition
	Questions that allow free-form responses
	Questions that have specific, limited answers

	Purpose
	Explore opinions, thoughts, experiences
	Gather factual or quantifiable information

	Response Format
	Descriptive or explanatory answers
	Yes/No, multiple choice, or short answers

	Example
	“What challenges do you face daily in your workflow?”
	“Do you use a software tool to track orders?”

	When to Use
	When deeper understanding is needed
	When you need straightforward data





Question 8 – Questionnaire Technique – Where we will use? Give one example

Answer: 
Questionnaire Technique – Where We Use It
The Questionnaire technique is used by a Business Analyst when:
· You need to collect information from a large group of stakeholders.
· Stakeholders are geographically dispersed or unavailable for direct interviews.
· You require standardized responses for easy comparison or statistical analysis.
· You want to validate requirements, gather feedback, or assess user satisfaction.

Best used when:
· Time is limited.
· Cost-effective data collection is needed.
· Responses can be short and structured.

Example Use Case
Project: Implementing a New HR Management System

Use of Questionnaire:
To understand the current pain points and feature expectations, the BA sends a questionnaire to all department heads and HR executives.

Sample Question (Closed-ended):
“Which of the following HR functions do you manage using software?”

· Recruitment
· Payroll
· Attendance Tracking
· Performance Reviews
· None

Sample Question (Open-ended):
“What improvements would you like to see in the current HR system?”


Question 9 – Questionnaire Technique – Where we will use? Give one example

Answer: 
How to Sort the Requirements
Sorting requirements means organizing them based on specific criteria to help with analysis, prioritization, and decision-making.
Common Ways to Sort Requirements:
· By Priority – Must Have, Should Have, Could Have, Won’t Have (MoSCoW technique).
· By Business Value – High, Medium, Low impact.
· By Category – Functional, Non-Functional, Technical, Regulatory, etc.
· By Stakeholder – Grouping based on who requested or is affected by the requirement.
· By Phase/Release – Grouped according to the delivery timeline (Release 1, 2, etc.).
· By Complexity or Effort – Simple, Medium, Complex based on implementation difficulty.

Where We Use It:
· During requirements analysis and prioritization workshops.
· In backlog grooming in Agile projects.
· While preparing for project planning and release management.
· When dealing with conflicting requirements from multiple stakeholders.

Example Use Case
Project: Online Agricultural Store

Scenario: After gathering 50+ requirements from farmers, customers, and admin staff, the BA needs to prioritize and sort them for MVP (Minimum Viable Product) delivery.

Sorting Example:
	Requirement
	Category
	Priority (MoSCoW)
	Business Value
	Complexity

	User Login and Registration
	Functional
	Must Have
	High
	Low

	Integration with Payment Gateway
	Technical
	Must Have
	High
	Medium

	Live Weather Updates for Farmers
	Functional
	Could Have
	Medium
	High

	Multilingual Support
	Non-Functional
	Should Have
	Medium
	Medium


Question 10 – Prioritise the Requirements – Where we will use? Give one example

Answer: 
Prioritize the Requirements – Where We Use It
Prioritizing requirements helps determine which features or needs to implement first based on value, urgency, and feasibility. It is a crucial activity in:
· Agile Projects (e.g., backlog grooming, sprint planning)
· MVP (Minimum Viable Product) planning
· Projects with limited time, budget, or resources
· When there are conflicting stakeholder interests
· During release planning and roadmap creation

Goal: Deliver maximum business value early and manage scope effectively.

Common Prioritization Techniques:
· MoSCoW – Must Have, Should Have, Could Have, Won’t Have
· 100-Dollar Test – Stakeholders assign value to requirements
· Kano Model – Classifies features into Basic, Performance, and Excitement
· Business Value vs. Complexity Matrix
· Ranking or Voting – Simple stakeholder-driven prioritization

Example Use Case
Project: Scrum Foods – Online Food Delivery App
Scenario: The product owner and BA work together to prioritize features for the MVP launch.
MoSCoW Prioritization Example:

	Requirement
	Priority
	Reason

	User Sign-Up/Login
	Must Have
	Core for user access

	Real-Time Delivery Tracking
	Should Have
	Enhances user experience

	Multiple Payment Options
	Must Have
	Essential for successful transactions

	Promo Code Application
	Could Have
	Adds value, not core

	Restaurant Ratings & Reviews
	Won’t Have
	Planned for a later phase




Question 11 – Weekly status reporting – How we will drive?

Answer: 
Weekly Status Reporting is a communication tool used to track and share project progress regularly with stakeholders. As a Business Analyst (BA), your role is to gather, analyse, and present updates in a structured format.

Steps to Drive Weekly Status Reporting
1. Define the Reporting Format
Create a consistent format with the following key sections:
· Project Title and Week Range
· Overall Status (RAG – Red, Amber, Green)
· Tasks Completed
· Ongoing Activities
· Planned Activities for Next Week
· Issues & Risks
· Dependencies & Blockers
· Key Decisions / Action Items
2. Collect Weekly Inputs
Gather data from all team members:
· Developers – work completed, coding progress
· Testers – defects found/fixed, test cases executed
· PM – milestone updates, budget/schedule tracking
· Stakeholders – decisions made or pending
3. Analyze and Summarize
· Compare actual progress with planned goals
· Identify slippages or risks early
· Categorize issues (critical/non-critical)
· Add visual aids (Gantt chart, bar chart, pie chart if needed)
4. Assign RAG Status
    Green – On track
    Amber – At risk (needs monitoring)
    Red – Off track (needs action)
5. Share the Report
· Send via email or present in a weekly meeting
· Use tools like MS Word, Excel, PowerPoint, or JIRA/Confluence
· Make it short, clear, and visual
6. Follow Up
· Track pending issues and action items
· Carry forward unresolved tasks to the next week’s report
· Ask for feedback to improve reporting style

Example: Weekly Status Report (Snapshot)
	Section
	Details

	Project Name
	Online Agriculture Store

	Reporting Period
	26-May-2025 to 31-May-2025

	Overall Status
	Green

	Tasks Completed
	- Finalized UI mockups- Completed database schema design

	Ongoing Tasks
	- API integration- User story validation with stakeholders

	Next Week Plan
	- Complete unit testing- Prepare UAT test cases

	Issues/Risks
	- Delay in vendor approval (impacting payment module integration)

	Action Items
	- PM to escalate pending decisions- Dev team to review code changes




Question 12 – Meeting Minutes Document – prepare one Sample

Answer: 
Project Name: Online Agriculture Store
Meeting Title: Weekly Sprint Review
Meeting Date: 03-June-2025
Time: 11:00 AM – 12:00 PM
Location: Zoom
Facilitator: Mr. Vandanam (Project Manager)
Note Taker: Yamini Chavhan (Business Analyst)

Attendees:
	Name
	Role

	Mr. Vandanam
	Project Manager

	Ms. Juhi
	Java Developer

	Mr. Teyson
	Java Developer

	Ms. Alekya
	Tester

	Mr. John
	Database Admin

	Ms. Yamini
	Business Analyst



Agenda:
· Review of the completed user stories
· Discussion on pending tasks and blockers
· Risk assessment and mitigation
· Planning for next sprint activities

Discussion Points:
	Topic
	Discussion Summary

	Completed Work
	- 5 user stories completed and tested. 
- Admin dashboard UI approved.

	Pending Tasks
	- Payment gateway integration is still in progress. 
- Delay from vendor side.

	Issues/Risks
	- Vendor approval delay might affect go-live date. 
- Awaiting UAT test data.

	Decisions Made
	- UAT will be conducted using internal test data for now. 
- Buffer of 2 days added for payment module.

	Next Sprint Planning
	- Include Order Tracking feature. 
- Prepare release notes for Phase 1.



Action Items:
	Action Item
	Owner
	Due Date
	Status

	Complete payment gateway integration
	Ms. Juhi
	06-Jun-25
	In Progress

	Share UAT test data with QA team
	Mr. John
	04-Jun-25
	Pending

	Draft release notes
	Yamini Chavhan
	05-Jun-25
	Not Started



Next Meeting:
Date: 10-June-2025
Time: 11:00 AM
Agenda: UAT Progress Review and Release Planning

Question 13 – Change Tracker – Document -prepare one Sample

Answer:

Change Tracker Document – Sample

Project Name: Online Agriculture Store
Document Title: Change Tracker
Prepared By: Yamini Chavhan (Business Analyst)
Version: 1.0
Date: 04-June-2025

Change Log Table:
	Change ID
	Change Description
	Requested By
	Request Date
	Impacted Area
	Status
	Priority
	Approval Status
	Comments

	CHG-001
	Add Wallet Payment Option
	Product Owner
	01-Jun-25
	Payment Module
	Approved
	High
	Approved
	Added in Sprint 4

	CHG-002
	Modify Dashboard to include real-time stats
	Marketing Team
	02-Jun-25
	Admin Dashboard
	Under Review
	Medium
	Pending
	Waiting for design approval

	CHG-003
	Remove coupon code feature
	Stakeholder A
	03-Jun-25
	Checkout Module
	Rejected
	Low
	Rejected
	Conflicts with core offers

	CHG-004
	Add email alert on order dispatch
	Customer Care
	03-Jun-25
	Notification Service
	Approved
	Medium
	Approved
	To be added in next sprint




Document Fields Explained
· Change ID: Unique identifier for each change
· Change Description: Brief explanation of what the change involves
· Requested By: Person or team that raised the request
· Request Date: When the change was proposed
· Impacted Area: Module, process, or system affected
· Status: Current status (Proposed, Under Review, Approved, Rejected, In Progress, and Completed)
· Priority: High / Medium / Low
· Approval Status: Whether approved by Change Control Board or stakeholders
· Comments: Additional context or notes

Usage Tips:
· Review weekly during team meetings or change control board reviews.
· Track both functional and non-functional changes.
· Use Excel, Word, or JIRA for implementation based on project scale.

Question 14 – Difference between Traditional Development Model and Agile Development Models

Answer:

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

	Approach
	Sequential and linear
	Iterative and incremental

	Phases
	Fixed: Requirements → Design → Development → Testing → Deployment
	Repeated cycles (sprints/iterations)

	Requirements
	Gathered at the beginning; fixed throughout
	Evolve during the project; flexible to change

	Delivery
	One-time final delivery at the end
	Continuous delivery in small releases

	Customer Involvement
	Involved at the start and end
	Actively involved throughout

	Response to Change
	Difficult to accommodate
	Easily adapts to changing needs

	Testing
	Starts after development ends
	Continuous testing within each sprint

	Project Size Suitability
	Suitable for small, well-defined projects
	Suitable for dynamic and evolving projects

	Documentation
	Heavy and detailed documentation required
	Lightweight documentation; just enough

	Team Collaboration
	Role-based, less collaboration
	Cross-functional, highly collaborative

	Tools & Practices
	Gantt charts, MS Project, BRD, FRD
	User stories, backlog grooming, Scrum/Kanban



Example for Clarity:
Traditional: Building a hospital – full design, approval, and construction must be completed before use.
Agile: Developing a mobile app – first release with core features, then continuous updates based on user feedback

Question 15 – Explain Brainstorming Technique

Answer:

Brainstorming is a creative group technique used to generate a large number of ideas quickly for solving a problem, gathering requirements, or exploring opportunities. It encourages free thinking and collaborative input from team members or stakeholders.

Purpose of Brainstorming in Business Analysis:
· To gather diverse ideas and perspectives
· To identify possible solutions to a problem
· To discover hidden requirements or risks
· To define features and improvements

Who Participates?
· Business Analysts
· Stakeholders
· Subject Matter Experts (SMEs)
· Developers, Testers, Designers
· End users (optional, based on context)

How to Conduct a Brainstorming Session:
1. Define the Objective Clearly
· Example: “What features should be included in the MVP of our food delivery app?”
2. Set the Rules
· No criticism or judgment
· Encourage wild ideas
· Build on others' ideas
· Aim for quantity over quality at this stage
3. Choose a Facilitator
· Typically the BA or Scrum Master ensures flow, participation, and timing
4. Capture All Ideas
· Use whiteboards, sticky notes, digital tools (e.g., Miro, Jamboard, Excel)
· Record everything, even duplicates or odd suggestions
5. Group & Categorize Ideas
· Cluster related ideas into categories or themes
6. Prioritize or Shortlist
· Use voting, dot voting, or MoSCoW prioritization to filter valuable ideas


Question 16 – What reports Accounts Departments will generate (minimum 5 reports)

Answer:

5 essential reports that the Accounts Department will generate in the Employee Loan Management System for monitoring, auditing, and financial control:

1. Loan Disbursement Report
Purpose: Tracks all loans disbursed within a selected period.
Contents:
· Employee ID & Name
· Loan Amount
· Disbursement Date
· Loan Type
· Interest Rate
· Approved By

2. EMI Deduction Report
Purpose: Lists monthly EMI amounts deducted from employee salaries.
Contents:
· Employee ID
· EMI Amount
· Deduction Date
· Salary Cycle
· Outstanding Balance

3. Outstanding Loan Report
Purpose: Shows all active loans with remaining balances.
Contents:
· Employee ID
· Original Loan Amount
· Total Paid
· Outstanding Amount
· Next EMI Due Date

4. Repayment Schedule Report
Purpose: Details each loan’s future EMI timeline for forecasting and payroll planning.
Contents:
· Employee ID
· EMI Number
· Due Date
· EMI Amount
· Status (Paid / Pending)

5. Loan Rejection Summary Report
Purpose: Maintains a record of all rejected loan applications for audit and policy analysis.
Contents:
· Employee ID
· Requested Amount
· Rejection Date
· Rejected By (HR/Accounts)
· Rejection Reason

Optional Reports May Also Include:
· Loan Approval Rate Report
· Defaulters Report
· Loan Type-Wise Disbursement Report
· Interest Earned Report (by company)


Question 17 – What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?

Answer:

Subject: Update on Your Loan Application – [Loan Reference Number]

Dear [Employee Name],
Thank you for submitting your loan application dated [Application Date] under the Employee Loan Management System.
After a careful review by our HR and Accounts teams, we regret to inform you that your loan request for ₹ [Loan Amount] has not been approved at this time.

Reason for Rejection:
[State the specific reason clearly but professionally. Examples below:]

Your current tenure with the organization is below the minimum eligibility criteria.
Your outstanding obligations exceed the permissible limit as per company policy.
Incomplete documentation provided during the application process.

We understand this may be disappointing and assure you that the decision was made in alignment with the company’s loan approval guidelines. You are welcome to reapply in the future if eligibility criteria are met.
Should you have any questions or need further clarification, feel free to reach out to the HR team at [HR contact email or phone number].

Sincerely,
[HR Executive Name]
HR Department
TTS Company


Question 18 – What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?

Answer:

Subject: Your Loan Application Has Been Approved – [Loan Reference Number]

Dear [Employee Name],

We are pleased to inform you that your loan application dated [Application Date] under the Employee Loan Management System has been approved after review by the HR and Accounts departments.

Loan Details:
· Loan Amount: ₹[Approved Amount]
· Loan Type: [e.g., Personal / Emergency / Housing]
· Interest Rate: [e.g., 6.5% per annum]
· Loan Tenure: [e.g., 24 months]
· Monthly EMI: ₹ [EMI Amount]
· Repayment Start Date: [Start Date]

Next Steps:
Please find attached the following documents for your reference:
1. Loan Approval Terms and Conditions
2. Loan Repayment Schedule
3. Consent & Agreement Form
You are requested to:
· Review the terms and conditions carefully
· Sign the attached Consent Form
· Submit the signed form by [Submission Deadline Date]

Upon receipt of your consent, the loan amount will be disbursed and monthly EMI deductions will begin from your salary starting [First Deduction Month].

If you have any questions or need clarification, feel free to contact the HR Helpdesk at [HR Contact Email or Phone Number].

Congratulations once again!
We are happy to support you through this initiative.

Sincerely,
[HR Executive Name]
HR Department
TTS Company





Question 19 – Design a sample report on the Loans applications Received by the accounts department

Answer:

Loan Applications Received Report
Department: Accounts
Prepared By: [Your Name – Accountant / HR Executive]
Date of Report: 04-June-2025
Report Period: 01-May-2025 to 31-May-2025



1. Summary Overview
	Metric
	Value

	Total Applications Received
	25

	Applications Approved
	18

	Applications Rejected
	5

	Applications Under Review
	2

	Total Loan Amount Requested
	₹ 28,50,000

	Total Loan Amount Approved
	₹ 21,60,000



2. Detailed Application List
	S.No
	Employee ID
	Employee Name
	Department
	Loan Type
	Requested Amount
	Application Date
	Status
	Approved Amount
	Remarks

	1
	EMP001
	Rajesh Verma
	IT
	Personal
	₹ 1,50,000
	03-May-25
	Approved
	₹ 1,50,000
	Approved as per policy

	2
	EMP023
	Anjali Mehta
	HR
	Education
	₹ 2,00,000
	05-May-25
	Rejected
	₹ 0
	Eligibility criteria not met

	3
	EMP015
	Rakesh Singh
	Finance
	Emergency
	₹ 75,000
	06-May-25
	Approved
	₹ 75,000
	Immediate approval granted

	4
	EMP008
	Neha Reddy
	Sales
	Housing
	₹ 5,00,000
	10-May-25
	Under Review
	—
	Awaiting HR feedback

	5
	EMP017
	Mohan Rao
	Operations
	Personal
	₹ 3,00,000
	11-May-25
	Approved
	₹ 2,50,000
	Partial approval based on limit



3. Loan Type-wise Distribution
	Loan Type
	No. of Applications
	Total Requested Amount
	Total Approved Amount

	Personal
	10
	₹ 9,00,000
	₹ 7,50,000

	Housing
	5
	₹ 10,00,000
	₹ 7,00,000

	Emergency
	6
	₹ 4,50,000
	₹ 4,50,000

	Education
	4
	₹ 5,00,000
	₹ 2,60,000



4. Remarks & Insights
· 3 applications were rejected due to ineligibility (less than 1 year of service).
· 2 applications are delayed due to pending HR verification.
· Emergency loan requests were processed faster than other types.
· Average processing time: 4 working days.


Question 20 – Which reporting Tools we will use for generating reports.

Answer:

For generating reports in a professional setting like the Employee Loan Management System at TTS Company, especially for the Accounts, HR, and Management teams, you can use a mix of reporting and BI (Business Intelligence) tools depending on:
· Complexity of reports
· Data sources
· User roles
· Interactivity needs

Common Reporting Tools Used:
	Tool
	Best For
	Features

	Microsoft Excel
	Simple tabular reports, summary tables, charts
	Pivot tables, formulas, charts, templates, easy export to PDF

	Power BI
	Interactive dashboards and real-time reports
	Live dashboards, slicers, drill-downs, secure sharing

	Tableau
	Data visualization for trends & insights
	Drag-and-drop charts, heatmaps, dashboards, filters

	Crystal Reports (SAP)
	Formatted financial or transactional reports
	SQL-based reporting, complex layouts, printing & export

	Google Data Studio
	Cloud-based visual dashboards
	Live Google Sheet/BigQuery integration, collaboration

	JasperReports
	Java-based embedded reporting
	PDF/Excel reports, complex formatting, open-source

	Zoho Analytics
	Cloud BI for SMBs
	Auto-modeling, AI insights, KPI tracking

	SSRS (SQL Server Reporting Services)
	Enterprise-level reporting from MS SQL
	Role-based access, scheduled reports, integrated security



Tool Selection Based on Use Case:
	Department
	Suggested Tool
	Reason

	Accounts
	Power BI or Excel
	For EMI summaries, financial trends, monthly deduction reports

	HR
	Google Sheets / Excel
	For loan status tracking, rejection logs, notifications

	Management
	Tableau / Power BI
	For KPI dashboards, loan utilization metrics

	IT/Dev
	JasperReports / SSRS
	For backend report integration and audit logs



Example Report Use Cases and Tool Mapping:
	Report Type
	Suggested Tool

	EMI Deduction Summary
	Excel / Power BI

	Loan Disbursement Report
	SSRS / Crystal Reports

	Interactive Dashboard (Approved vs Rejected Loans)
	Power BI / Tableau

	Auto-generated Email Reports
	Google Sheets + Google Apps Script

	HR Notification Templates
	MS Word / Email templates


[bookmark: _GoBack]
