Capstone Project3– Part -2/2
Q1. What is the difference between Brainstorming and JAD Sessions?
Answer:
	Aspect
	Brainstorming
	JAD Sessions

	Definition
	A creative group activity to generate as many ideas/solutions as possible in a short time.
	A structured, facilitated workshop that gathers business users, IT team, and stakeholders to define requirements and design a system.

	Objective
	Encourage free flow of ideas without criticism; focus on quantity of ideas.
	Collect accurate business requirements, resolve conflicts, and build consensus for system/application development.

	Participants
	Diverse Group of team members, subject experts, or stakeholders – mainly to generate ideas.
	Business users, SMEs, IT developers, analysts, project managers, and a facilitator.

	Structure
	Informal, unstructured, creative, open-ended discussion.
	Highly structured, agenda-driven, with specific goals and timeframes.

	Output
	A pool of raw, unfiltered ideas (which later need evaluation).
	Documented and validated business requirements, process flows, or design specifications.

	Facilitation
	Usually led by a moderator but can be informal.
	Always facilitated by a trained JAD facilitator to keep discussions focused.



Q 2. Why Document Analysis is one of the compulsory technique we use in a Project?
Document Analysis is a crucial elicitation technique used in a project management because it provides valuable insights, information and context that are essential for project success. It can be a current system which could provide some of the inputs for the new system requirements 
Understanding Existing Processes & Systems
· Many projects build on or replace existing systems.
· Documents (policies, forms, previous reports, user manuals, contracts, SLAs) give a baseline understanding of how things currently work.
· Contains valuable information about project, objectives, scope and expectations.
Uncovering Hidden / Implied Requirements
· Stakeholders may forget to mention rules that are already documented
· Document analysis ensures these requirements are captured explicitly.
Validation & Compliance
· In BFSI (Banking, Financial Services, Insurance), compliance and regulatory guidelines are critical.
· Documents like legal policies, audit reports, RBI/SEC guidelines must be analyzed to ensure the solution is compliant.
Q3. In Which Context we will use Reverse Engineering?
Answer: Reverse Engineering is an elicitation technique where a Business Analyst examines an existing system, application, or process to understand how it works and derive requirements, workflows, and business rules — especially when documentation is missing or outdated. It can extract implemented requirements from the software code. Two categories for reverse engineering are –
Black Box- The system/product is studied without examining its internal structure.
White Box- The Inner workings of the system /product are studied.
Reverse Engineering is Done-
To understand legacy systems when formal documentation is unavailable
To extract functional and non-functional requirements
To prepare for system upgrades, modernization, or migration
To identify process gaps, bottlenecks, or improvement areas
Q4. What is the difference between Brainstorming and Focus Groups?
	Aspect
	Brainstorming
	Focus Groups

	Definition
	A creative group activity where participants generate as many ideas as possible in a short time.
	A structured discussion with selected participants to gather opinions, perceptions, and feedback about a product, service, or idea.

	Objective
	Encourage free flow of ideas and innovative solutions (quantity over quality at first).
	Collect insights, attitudes, and preferences from users/stakeholders to understand needs and expectations.

	Participants
	Team members, experts, or stakeholders (anyone with knowledge about the problem).
	Carefully selected representatives of end-users, customers, or stakeholders (target audience).

	Structure
	Informal, open-ended, usually unstructured (led by a facilitator to encourage ideas).
	Moderated, structured discussion with specific questions/topics to guide feedback.

	Output
	A list of raw, creative ideas that need refinement and evaluation.
	Opinions, preferences, perceptions, and requirements directly from the target group.

	Facilitation
	Focus on creativity, avoiding criticism during idea generation.
	Focus on capturing feedback, analyzing patterns, and group consensus.



Q5. Observation Technique – Explain both Active and Passive approaches
Answer: Observation is an elicitation technique where the Business Analyst watches stakeholders perform their day-to-day tasks to understand actual workflows, tools, challenges, and user behaviour in a real environment.
It helps bridge the gap between what users say they do and what they actually do.
Types of Observations
	Type
	Description
	Example

	Passive Observation
	Analyst silently observes without interfering
	Watching a farmer place a fertilizer order at a local center

	Active/Participatory Observation
	Analyst interacts, asks questions during task execution
	Asking the farmer questions while he’s using an existing app or ordering seeds manually



Q6. How do you conduct the Requirements Workshop
Answer: A Requirements Workshop is a structured, collaborative meeting with stakeholders to gather, refine, and agree on requirements for a project. It’s often considered the most effective elicitation technique because it brings business, IT, and end-users together in one room
Workshops are time-efficient and ideal for resolving conflicts, validating requirements, and gathering consensus.
While conducting a workshop we need to consider
· Preparation of the requirement workshop
· Co Conduct/ run the requirement workshop 
· Post requirements wrap up done by the Facilitators.
Q7. 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: An interview is a systematic approach to elicit information from one person or group of people in an informal or formal setting by taking to the person – the interviewee, asking relevant questions and documenting the responses. 
An Interview is a one-on-one or small group elicitation technique where the Business Analyst interacts directly with stakeholders to gather detailed information about their needs, expectations, processes, pain points, and goals.
Approaches in Conducting Interviews:
a) Structured Interviews: 
· Predefined set of questions prepared in advance.
· Follow a strict sequence (like a questionnaire).
· Easier to analyze and compare responses.
· Less flexibility but ensures coverage of all key points
b) Unstructured Interviews:
· Open conversation without a fixed set of questions.
· The BA allows discussion to flow naturally.
· Useful for exploratory research when requirements are not well-defined.
· Harder to analyze since responses vary.
	Type
	Definition
	Example
	When to Use

	Open-Ended Questions
	Questions that allow detailed, descriptive answers.
	“Can you explain the steps you follow when reviewing a loan application?”
	When you want to explore processes, gather opinions, or discover hidden requirements.

	Closed-Ended Questions
	Questions that restrict answers to specific options (Yes/No, numbers, multiple choice).
	“Do you approve loans manually or using software? (Manual / Software)”
	When you want factual, measurable data that is easy to analyze.



Q8. Questionnaire Technique – Where we will use? Give one example
Answer: A Questionnaire is a set of structured or semi-structured questions prepared by the Business Analyst to gather specific information from stakeholders. It is usually shared via email, forms, or tools like Google Forms or Microsoft Forms.
It helps collect quantitative and qualitative data when face-to-face interaction is not feasible, especially when dealing with multiple stakeholders or users in remote locations.
It is most useful when:
· Requirements are still high-level.
· We need input from a wide audience before prioritization.
· Time or budget does not allow multiple workshops/interviews.
Example: Suppose the BA wants to understand employee expectations about the loan facility before finalizing requirements. A questionnaire could be circulated to all employees.
- Have you ever availed a loan from the company before? (Yes / No) → Closed-ended
What type of loan facility would you find most useful? (Personal / Housing / Education / Vehicle) → Closed-ended (multiple choice)

Q9. How to Sort the Requirements – Where we will use? Give one example
Answer: Sorting requirements is a crucial step in the requirement management process, helping to organise, prioritize and categorize them for effective analysis and implementation.
It is the process in which scattered requirements are put together and redundancy is removed.
To sort the requirements effectively, first categorize them basis functional and non functional requirements and then prioritize them
Where We Use Requirement Sorting
· During Requirements Analysis & Prioritization Phase.
· Before finalizing the scope of work in SRS (Software Requirement Specification).
· When multiple stakeholders have conflicting priorities.
· For Agile projects, to define product backlog and sprint planning
Example – Employee Loan Management System
Suppose the BA gathers 10 requirements. Sorting helps decide what to implement in Phase 1 vs later phases basis on business value , urgency and importance
Collected Requirements
1. Employee can apply for a loan online.
2. Loan eligibility check based on salary.
3. Loan approval by HR.
4. Loan approval by Accounts.
5. EMI auto-deduction from salary.
6. Reports for Accounts (Loan, EMI, Defaulters).
7. Notifications to employees on approval/rejection.
8. Integration with Payroll system.
9. Mobile app access for employees.
10. AI-based loan eligibility prediction.
This ensures critical functionality (loan request → approval → deduction → reports) is built first, and enhancements come later.



Q10. Prioritise the Requirements – –Where we will use? Give one example
Answer: Prioritizing  requirements involves systematically evaluating and ranking them based on their importance, business value, dependencies and impact. 
This process ensures that most critical features are addressed first, maximizing value and efficiency. 
It answers the question:
“Which requirements should be delivered first, and which can wait?”
One of the most important Prioritization technique is MoSCoW- Must Have, Should Have, Could have and Would Have.
MoSCoW Method
· M – Must Have (critical features for the product to work)
· S – Should Have (important but not critical)
· C – Could Have (nice to have, not urgent)
· W – Won’t Have (not planned for now)
Where We Use Prioritization
· During the Requirements Analysis phase → to finalize scope.
· In Agile projects → while building the product backlog and deciding sprint contents.
· When resources (time, budget, manpower) are limited → helps focus on what delivers maximum value.
· To resolve conflicts when different stakeholders have competing priorities.
· In phased implementations → deciding Phase 1 (core features) vs later phases (nice-to-have)
Example (Food App):
· Must Have → Customer login, Order placement
· Should Have → Real-time order tracking
· Could Have → Theme customization in app
· Won’t Have → AI-based dish recommendations 
Q11. Weekly status reporting – How we will drive?
Answer: A Weekly Status Report is a structured update shared with stakeholders (Project Manager, Business, IT, Management) that summarizes progress, achievements, risks, and next steps for the week.
It ensures transparency, alignment, and control over the project.
This process helps to keep projects and tasks on track, promotes transparency, enables early identification and mitigation of risk and ensures alignment among team members.
How We Drive Weekly Status Reporting
1)Collect Inputs
-Gather updates from: Project team (BA, Developers, Testers) and Meeting notes and deliverables status.
2)Define Key Sections of the Report
A standard Weekly Status Report usually has:
-Project Information
· Project Name, Week Number, Report Date, Prepared By.
-Summary / Highlights
· Overall project health (Green/Amber/Red).
· Major accomplishments of the week.
-Tasks Completed (This Week)- Deliverables achieved.
 -Planned Tasks (Next Week)- Work items scheduled for upcoming week.
- Risks / Issues
· Current problems, blockers, dependencies.
· Escalation points if needed.
-Milestones / Deadlines- Progress against planned milestones.
-Action Items / Decisions Required- Tasks pending approvals or decisions from stakeholders.
3. Review Before Sending
· Validate with Project Manager or BA Lead.
· Ensure accuracy & no surprises.
4. Share With Stakeholders
· Distribute via Email / Project Portal / Dashboard.
· Maintain version history (Week 1, Week 2, etc.).
5. Discuss in Weekly Status Meeting
· Walk through highlights, issues, and next steps.
· Align with stakeholders on corrective actions.
Q12. Meeting Minutes DocumentTop of Form
Answer: It’s a formal written record of what was discussed, decisions made, and actions assigned during a meeting. Helps ensure accountability, clarity, and follow-up.
It is prepared by the Business Analyst, Project Manager, or designated note-taker.
MOM is a formal written document that summarizes the discussions, decisions and actions taken during meeting.
It serves as an official record of what transpired during the meeting and helps to ensure that everyone is on the same page regarding key points and action items.
MOM Format
	Meeting Title:

	Date and Time
	 

	Location
	 

	Attendees
	 

	Agenda
	 

	Discussion Summary
	 

	Decision Made
	 

	Action Items
	 

	Owner
	 

	Due Date
	 

	Agenda Summary
	 

	Next meeting

	Meeting Title:
	 

	Data and Time:
	

	Location:
	 

	Expected Attendees:
	 



Q13. Change Tracker – Document – prepare one Sample
Answer: A Change Tracker (Change Log) is used to record and monitor all changes requested in a project.
It ensures:
· Traceability of requirements changes.
· Accountability for who requested/approved.
· Impact Analysis (on cost, scope, schedule).
· Helps avoid scope creep.
It is usually maintained by the Business Analyst / Project Manager.
Sample
	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved By

	20-Aug-25
	VN001
	Add loan rejection reasons dropdown (instead of free text)
	XYZ
	HR
	XYZ
	Project manager

	21-Aug-25
	VN002
	Generate monthly EMI defaulters report automatically.
	ABC
	Accounts
	ABC
	Committee

	24-Aug-25
	VN003
	Integrate with Payroll system for automatic salary deduction
	DEF
	Accounts
	DEF
	Project Sponsor



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

	Approach
	Linear & sequential (one phase after another).
	Iterative & incremental (work in small cycles/sprints).

	Phases
	Defined upfront: Requirements → Design → Development → Testing → Deployment → Maintenance.
	Continuous: Plan → Build → Test → Review → Adjust (repeat).

	Flexibility
	Rigid, difficult to accommodate changes once requirements are frozen.
	Highly flexible, changes can be incorporated even late in the project.

	Customer Involvement
	Involved mainly at the start (requirements) and end (delivery).
	Involved continuously (reviews, sprint demos, feedback).

	Delivery
	Final product delivered at the end of project.
	Working software delivered in short iterations (2–4 weeks).

	Documentation
	Heavy documentation, formal approvals at each stage.
	Lightweight documentation, focus on working software.

	Risk Management
	Higher risk → issues discovered late (during testing or after delivery).
	Lower risk → issues identified early via continuous feedback.

	Team Structure
	Hierarchical (BA → Dev → QA).
	Cross-functional & self-organizing teams.

	Best Suited For
	Projects with clear, stable requirements and less chance of change (e.g., Banking compliance systems).
	Projects with dynamic requirements and frequent changes (e.g., Digital apps, Startups, Innovation).



Q15. Explain Brainstorming Technique
Answer: Brainstorming is an elicitation technique used by Business Analysts to generate a wide range of ideas, requirements, or solutions in a short period of time. It encourages free-thinking, open communication, and creative problem-solving without immediate criticism or judgment.
Advantages- To explore multiple ideas or solutions, To identify stakeholder expectations, To uncover hidden or innovative requirements, To initiate requirement gathering when little is known
For Effective Brainstorming 
-Keep sessions time-bound (30–60 mins)
-Include diverse but relevant participants
-Avoid immediate evaluation or critique
-Use a neutral facilitator (usually the BA)
-Do not limit the number of ideas



Bottom of Form
Q16. What reports Accounts Departments will generate
Answer: 
For an Employees Loan Manage ment System, the Accounts Department plays a central role in monitoring, tracking, and reconciling loans and repayments
Here are the reports the Accounts Department would typically generate:
Loan Reports
1. Loan Application Report
· List of all loan requests (Pending / Approved / Rejected).
· Details: Employee ID, Name, Loan Type, Loan Amount, Request Date, Status.
2. Approved Loan Report
· Loans sanctioned with details like Loan ID, Employee ID, Loan Amount, Tenure, EMI, Interest Rate.
3. Rejected Loan Report
· Employee-wise rejected loans with reasons for rejection.
Repayment Reports
4. Monthly EMI Deduction Report
· Salary deductions for each employee.
· Total EMI collected for the month.
5. Loan Repayment Status Report
· Outstanding principal vs. repaid amount.
· Employee-wise loan balance.
6. Loan Defaulters Report
· Employees who missed EMI payments or whose deductions failed.
Financial & Audit Reports
7. Loan Disbursement Report
· Details of funds disbursed by the company for employee loans.
8. Interest Income Report
· Interest collected on employee loans (if applicable).
9. Overall Loan Portfolio Report
· Total number of loans sanctioned, active, and closed.
· Total loan amount disbursed vs. repaid.
10. Year-End Summary Report
· Annual snapshot of loans issued, repayments, defaults, and net outstanding balance.
Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Answer: Structure of Loan Rejection Mail from HR
1. Subject Line
· Clear and professional.
Examples:
· "Notification on Your Loan Application – [Employee Loan Management System]"
· "Status of Your Loan Request"
2. Greeting
· Address the employee respectfully.
Example:
"Dear [Employee Name],"
3. Opening Statement
· Acknowledge the loan request.
Example:
"We acknowledge the receipt of your loan application submitted on [date]. Thank you for using the Employee Loan Management System."
4. Rejection Information
· Clearly state the decision.
Example:
"After careful review by the HR and Accounts departments, we regret to inform you that your loan request has not been approved."

5. Reason for Rejection
· Be transparent and concise (without disclosing sensitive details).
Example:
"The request was not approved due to [insufficient eligibility criteria / outstanding obligations / company policy restrictions / incomplete documentation]."
6. Encouragement / Future Options
· Show empathy and encourage re-application if possible.
Example:
"You may re-apply for the loan after [specific period] or once the eligibility criteria are fulfilled. Our HR team will be happy to guide you on the requirements for future applications."
7. Closing Statement
· End politely with an open offer for assistance.
Example:
· "We value your contribution to the organization and appreciate your understanding. Should you have any questions, please feel free to contact the HR department."
8. Signature
Example:
Best Regards,
[HR Manager’s Name]
HR Department
TTS Company

Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Answer: Structure of Loan Approval Mail from HR
1. Subject Line
Examples:
· "Approval of Your Loan Application – [Employee Loan Management System]"
· "Loan Request Approved – TTS Employee Loan Management System"
2. Greeting
"Dear [Employee Name],"

3. Opening Statement
· Acknowledge the application and inform about approval.
Example:
"We are pleased to inform you that your loan application submitted on [date] has been reviewed and approved by the HR and Accounts departments."
4. Loan Approval Details
Provide key loan information in a structured format (table or bullet points).
Example:
· Loan Amount Sanctioned: [₹ X,XXX]
· Loan Tenure: [XX months]
· Interest Rate (if any): [X %]
· EMI Amount: [₹ XXX]
· Repayment Start Date: [dd-mm-yyyy]
5. Terms & Conditions
· Attach or summarize conditions (eligibility, repayment, early closure, salary deduction).
Example:
"The loan amount will be disbursed subject to your acceptance of the attached loan terms and conditions, which include automatic deduction of EMIs from your monthly salary."
6. Next Steps (Action Required from Employee)
· Employee acknowledgment/acceptance required.
Example:
"Kindly review the loan terms and repayment schedule carefully. To proceed, please confirm your acceptance by replying to this mail or digitally signing the attached agreement by [deadline date]."
7. Encouragement & Support
Example:
"We are confident that this facility will support you in your financial planning. Should you have any queries, please feel free to reach out to the HR or Accounts department."
8. Closing & Signature
Best Regards,
[HR Manager’s Name]
HR Department
TTS Company
Q19. Design a sample report on the Loans applications Received by the accounts department
Answer: Loans Applications Received Report
	Total Applications
	Approved
	Rejected
	Pending
	Total Amount Requested
	Total Amount Approved

	25
	15
	6
	4
	₹ 1,25,00,000
	₹ 72,00,000



	Application ID
	Employee ID
	Employee Name
	Department
	Loan Type
	Requested Amount (₹)
	Date of Request
	Current Status
	Status Date
	Remarks / Reason

	LA-2025-001
	EMP1021
	Rajesh
	IT
	Personal
	3,00,000
	02-08-2025
	Approved
	05-08-2025
	Eligible – EMI ₹15,000

	LA-2025-002
	EMP1095
	Priya
	HR
	Education
	2,50,000
	03-08-2025
	Rejected
	06-08-2025
	Insufficient eligibility

	LA-2025-003
	EMP1110
	Arjun
	Finance
	Vehicle
	5,00,000
	04-08-2025
	Approved
	07-08-2025
	EMI ₹25,000 – 20 months

	LA-2025-004
	EMP1087
	Neha
	Sales
	Housing
	15,00,000
	05-08-2025
	Pending
	–
	Awaiting documents

	LA-2025-005
	EMP1150
	Suresh
	IT
	Personal
	1,50,000
	08-08-2025
	Approved
	10-08-2025
	EMI ₹7,500 – 20 months

	…
	…
	…
	…
	…
	…
	…
	…
	…
	…



Q20. Which reporting Tools we will use for generating reports
Answer: For an Employee Loan Management System (ELMS) in a multinational like TTS Company, the reporting tools must support:
· Automated report generation (daily/weekly/monthly).
· Interactive dashboards for HR & Accounts.
· Export options (Excel, PDF, etc.).
· Integration with databases (Oracle, SQL Server, MySQL, etc.).
· Role-based access (only HR/Accounts/Management can see respective reports).
Business Intelligence (BI) Tools
· Power BI (Microsoft)
· Tableau
- Interactive dashboards, visual insights, drill-down analysis.
- Best for Senior management overview & real-time monitoring.
Built-in Database Reporting Tools
· SQL Server Reporting Services (SSRS) – if backend is SQL Server.
-Strong integration with databases, automated scheduling.
-Best for Traditional finance/accounting reports.
Excel & Google Sheets (with Automation)
· Microsoft Excel with Power Query / PivotTables.
· Google Data Studio (connected to Sheets or SQL DB).
-Simple, widely used, easy to train employees.
-Best for Department-level reports & exports.




