                                                                     Capstone 6 
Q1. What is the difference between Brainstorming and JAD Sessions?
	Features
	Brainstorming
	JAD

	Settings
	It often takes place in an informal setting, 
encouraging open and imaginative thinking

	They are organized workshops 
that include stakeholders, end- 
users and development team in a focused environment


	outcome
	The result is a collection of varied ideas that 
can be further refined, evaluated and 
developed into potential solutions

	The outcome is a documented 
and refined set of project 
requirements that serve as a 
foundation for development


	Applicability
	Brainstorming is used in creative processes, 
problem-solving and idea generation across 
various domains

	AD sessions are commonly 
used in software development 
projects to ensure clear 
understanding and alignment of 
project goals


	purpose
	Brainstorming is used to generate creative 
ideas, solutions or concepts for a specific 
problem or project

	JAD session are used to gather 
requirements, define project 
scope and streamline 
communication among 
stakeholders especially in 
software development




Q 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify
Document analysis is a crucial and often compulsory technique used in various projects across different 
Here's a more detailed justification:
1. Understanding the Existing Landscape:
· Requirements Gathering:
Analysing existing documentation, like user manuals, process flows, and technical specifications, helps in understanding the current state and identifying areas for improvement or new requirements.
· Contextual Understanding:
Documents such as project charters, historical data, and lessons learned from previous projects provide valuable context for decision-making and risk assessment.
· Identifying Gaps and Issues:
Document analysis can reveal inconsistencies, missing information, or inefficiencies in existing systems, allowing for proactive problem-solving and preventing future issues. 
2. Ensuring Compliance and Alignment:
· Legal and Regulatory Compliance:
Projects often need to adhere to specific legal, regulatory, or contractual requirements, which are typically documented. Analyzing these documents ensures the project stays compliant.
· Stakeholder Alignment:
By reviewing existing documentation, project teams can ensure alignment with stakeholders' expectations and current processes before proposing changes or enhancements. 
3. Efficiency and Cost-Effectiveness:
· Leveraging Existing Information:
Document analysis can minimize redundancy in data collection by utilizing readily available information, saving time and resources.
· Cost Reduction:
By identifying potential issues early through document analysis, projects can avoid costly rework or delays later on. 
4. Supporting Other Project Activities:
· Triangulation with Other Methods:
Document analysis can be used in conjunction with other data collection methods, such as interviews or observations, to validate findings and provide a more comprehensive understanding of the project. 
· Informing Decision-Making:
The insights gained from document analysis can inform various project decisions, from scope definition to resource allocation. 
In essence, document analysis is a fundamental technique that provides a solid foundation for successful project execution by ensuring a clear understanding of the project context, requirements, and potential challenges, leading to more efficient and effective project outcomes. 

Q3. In Which Context we will use Reverse Engineering?
Reverse engineering is a process in which a product, system or component is analysed and 
deconstructed to understand its underlying design, functionality and structure. It involves working 
backward from the end products to uncover the details of how it was created, even when the original design or documentation is not readily available.
Reverse engineering is commonly used in various contexts to understand and analyse existing systems, products or technologies. Here are two common contexts where reverse engineering is employed”
1.Software Development and maintenance- Reverse engineering is often used in software development to understand and analyse existing software systems, especially when the original source code is unavailable or poorly documented. It can be used to enhance or modify software or identify security vulnerabilities. 
2.Product analysis and competitor research- Reverse engineering helps businesses understand their 
own products by dissecting them, revealing design, functionality and areas of improvement. It aids in 
troubleshooting, replication, customization, upgrades and documentation. Reverse engineering
competitor product provide insights into their features, functionalities and market positioning. This 
informs benchmarking, innovation, differentiation and strategic decision making

Q4- What is the difference between Brainstorming and Focus Groups?
	Brainstorming
	Focus groups

	Brainstorming Focus Groups To generate 
a multitude of creative ideas or solutions 
to a specific problem

	To gather qualitative insights , opinions 
and feedback on a particular topic , 
product or concept


	Unstructured ideation with participants 
freely sharing ideas without immediate 
evaluation or criticism

	Structured discussions led by a 
moderator, focusing on participants, 
opinions or experience guided by a set of 
predetermined questions


	Brainstorming can be conducted with a 
small or large group, size may vary

	Typically involve a small group of 
participants usually ranging from 6 to 12 
individuals


	Typically conducted in the early stage of 
problem-solving or idea generation

	Often used in the research and feedback 
– gathering phase to inform decisions and
refine strategies




Q5. Observation Technique – Explain both Active and Passive app
Business Analyst use observation technique to gather information by watching and understanding 
workplace activities.
It is used to identify needs and opportunities, understand business processes, create performance 
standards, assess solution performance, and facilitate training and development.
Observation of activities or jobs shadowing is the act of studying a work activity as it is being performed. 
It can be performed in either the user’s work environment or in a recreated test environment.
There are two approaches for observation and they are:
Active/noticeable:  while observing an activity the observer can ask any questions as they occur.
Despite this interruption to the workflow, the observer can quickly understand the reasoning 
and any undocumented processes within the activity.
Passive/ unnoticeable: in this approach, the observer does not disturb or interrupt the work 
while the user is performing the work activity. Any question would be asked once the 
observation is over. This allows the natural flow of events to be observed without interference 
by the observer, as well as the measurement of the time and quality of work

Q6. How do you conduct the Requirements Workshop
A requirements-gathering workshop is a structured, interactive session where business analysts, system analysts and project managers collaboratively work with stakeholders to identify, refine and document the essential project requirements.
The primary goal, focus and objective of a requirements workshop is to achieve a shared understanding of the project’s objectives, scope and key deliverables among all stakeholders.
Icebreaker activities: These Foster a collaborative and open environment. Encourage participants to introduce themselves and share expectations.  
Present project overview: Provide an overview of the project, its goals, and the context in which it will be implemented. Clarify the purpose of the requirements-gathering process.
Discuss end users’ needs: Use techniques like brainstorming, mind mapping, process analysis and process modelling
Define functional/ non-functional requirements: Use techniques like use case analysis, user stories or process mapping. Consider constraints and limitations that may impact the project
Document and summarize: Document the gathered requirements in a clear and organized manner. Summarize key findings, decisions and action items.
Assign responsibilities: Assign responsibilities for further analysis, validation and implementation of the requirements. Define the next steps in the project development process.
As companies increasingly recognize the value of interactive and inclusive methods, the requirements workshop emerges as a critical cornerstone for successful project delivery

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 
Interview Technique can be used to verify the fact, clarify ambiguity, trigger enthusiasm, engage end user, identify requirements, and the opinion and ideas. It is used to get more information from the people in an formal or informal setting by asking questions and documentation the responses.
It involves direct communication with the individuals or a group of people who are part of an initiative; 
there are two basic types of interview. They are,
Structured Interview- in which the interviewer has the predefined set of questions. It is a 
structured way of interview.
Unstructured Interview- a type of interview where the interviewer does not use a predetermined set of questions. Instead, the conversation flows more naturally, allowing for in-depth exploration of topics as they arise based on the interviewee's responses
Open Ended Questioned- questions that cannot be answered with a simple "yes" or "no" response, and instead, encourage a more detailed and elaborate answer.
Close Ended questions- Often the answer is a single word (e.g Yes or No) or less common a short phrase. You are not looking for an explanation or an elaboration to the question in the answer given to the question

Q8. Questionnaire Technique – Where we will use? Give one example
The questionnaire technique is used to gather data by asking respondents a set of standardized questions. It is widely used in various fields like market research, social sciences, and healthcare to collect information on attitudes, opinions, and experiences. A common example is a customer satisfaction survey sent out after a purchase or service interaction to gauge customer experience. 
Where it's used:
· Market Research: To understand customer preferences, satisfaction, and buying behaviour. 
· Social Sciences: To study attitudes, opinions, and social trends. 
· Healthcare: To assess patient experiences, identify health risks, and evaluate treatment effectiveness. 
· Education: To gather feedback on teaching methods, course content, and student learning. 
· Human Resources: To evaluate employee satisfaction, identify areas for improvement in the workplace, and assess training needs. 

Q9. How to Sort the Requirements – Where we will use? Give one example 
When all the requirements are gathered there are chances of redundancy in those requirements so basically all the scattered requirements are put together and the repetition of requirements are removed which is known as sorting of requirements. The process for sorting is
1. Identification of requirements.
2. Dividing identified requirements into functional and non-functional requirements.
3. If identified requirements are similar then they are put together and removed.
We will sort the requirements in two ways such as functional requirements and Non-functional requirements.
Functional requirements define a function that a system or system element must e qualified to perform and must be documented in different forms. The functional requirements describe the behaviour of the system as it correlates to the system’s functionality.
Examples of Functional requirements are authentication, business rules, Audit tracking, certification requirements, transaction correction, etc.
Non- functional requirements are not related to software’s functional aspect. They can be the necessities that specify the criteria that can be used to decide the operation instead of specific behaviours of the system.
Example- usability, reliability, security, storage, cost, flexibility, configuration, performance, legal or regulatory requirements, etc

Q10. Prioritise the Requirements – –Where we will use? Give one example
Prioritizing requirements involves ranking them based on importance to ensure the most critical needs are addressed first. This practice is crucial in various scenarios, including project management, software development, and business analysis, helping to optimize resource allocation and deliver maximum value. One example is the MoSCoW method, where requirements are categorized as Must-have, Should-have, Could-have, and Won't-have, guiding teams to focus on essential functionalities. 
Where will it be used?
· Project Management:
Prioritization helps teams focus on high-impact tasks, manage scope effectively, and deliver projects on time and within budget. 
· Software Development:
It guides the development team to build essential features first, ensuring a functional product is delivered quickly and iteratively. 
· Business Analysis:
Prioritization helps align development efforts with stakeholder needs and business goals, ensuring that the most valuable features are implemented. 
· Product Management:
Prioritization ensures that the product roadmap is focused on delivering features that provide the most value to users and align with business objectives. 
· Resource Allocation:
It helps in optimizing the allocation of resources (time, budget, personnel) to the most critical requirements. 
Example: The MoSCoW Method
The MoSCoW method is a popular prioritization technique used in many projects. It involves categorizing requirements into four groups: 
1. 1. Must-have:
Essential requirements that are critical for the project to be considered successful.
2. 2. Should-have:
Important requirements that are highly desirable but not essential for success.
3. 3. Could-have:
Desirable requirements that would be nice to have but can be omitted if necessary.
4. 4. Won't-have:
Requirements that are not planned to be implemented in the current project cycle

Q11. Weekly status reporting – How we will drive
A weekly status report, also know as a weekly check-in. is a communication tool that project managers use to keep tabs on their employee’s work experiences. While a team lead can do a weekly status report in person, it’s easier to do it online.
A weekly status report is a complete overview of your week at work, covering projects you’ve completed, ones that are still in progress and coming plans for future.
A weekly report is a review of your workweek and provides a summary of what you competed, what project are in projects are in progress and plans that outline your workflow for the next week.
Typically, weekly reports are brief and concise and only one page long. Most professionals send weekly reports on Friday afternoons to establish consistent communication with team members and supervisors
Additionally, a weekly report can benefit both you and your employer by providing insight onto important aspects of the work you complete

Q12. Meeting Minutes Document – prepare one Sample
Meeting Minutes
Date:
Opening:
The meeting was called to order at [Time] by [Name] at [Location].
Present:
[List of all present members]
Absent:
[List of any members who were not present]
Approval of Agenda:
The agenda was reviewed and approved.
Approval of Minutes:
The minutes from the previous meeting were reviewed and approved.
Business From the Previous Meeting:
· [Summary of any motions or topics from the previous meeting, including decisions made]
New Business:
· [Summary of any new motions or topics raised, including decisions made]
Additions to the Agenda:
· [Summary of any additional items raised during the meeting]
Adjournment:
The meeting was adjourned at [Time] by [Name]. The next meeting will be held on [Date] at [Location].
Minutes submitted by:
[Name]
Minutes approved by:
[Name]
	Date of Meeting:  
	21 Aug.2025

	Time (from)
	11:00 PM
	Time (To)
	11:30 PM

	Location
	MS Teams

	Meeting Chaired By
	Manohar Ram

	Expected Attendees 
	Radha Madduri, Aishwarya Dhamanekar, Anusha S M, Ashrafunisa Bakash, Avinash Lamba, Chandan T G, Chetan Bhosagi, Jhanavi H H, Mamatha Kottapu, Mannepalli Vasavi

	Minutes Prepared By
	Anirudh Gottipamula



	1. Purpose of Meeting

	Process updates



	2. Attendance at Meeting 

	Name
	Role
	E-mail
	Phone

	
	
	
	

	
	
	
	







	4. Meeting Agenda

	

	Xxxxxxxx

	Xxxxxx

	xxxxx

	











Q13. Change Tracker – Document - – prepare one Sample 

[image: ]

Q14. Difference between Traditional Development Model and Agile Development Models 
Traditional (Waterfall) Model:
· Linear and Sequential: Phases are completed one after another, with limited flexibility for changes once a phase is finished. 
· Upfront Planning: Extensive planning and documentation are done at the beginning of the project. 
· Rigid Structure: Changes are difficult and costly to implement mid-project. 
· Suitable for: Projects with well-defined requirements and stable environments. 
· Examples: Waterfall model, V-model. 
Agile Model:
· Iterative and Incremental: Development is done in short cycles (sprints) with frequent feedback and adjustments. 
· Flexible and Adaptive: Changes are welcomed throughout the development process. 
· Customer Collaboration: Continuous interaction with the customer ensures the product meets their evolving needs. 
· Suitable for: Projects with evolving requirements, uncertain environments, and the need for rapid delivery. 
· Examples: Scrum, Kanban, Extreme Programming (XP). 

Q15. Explain Brainstorming Technique – Where to use? 
The basic idea behind brainstorming is to find a conclusion for a specific problem by gathering a list of ideas spontaneously contributed by its members.
In other words, brainstorming is a situation where a group of people meet to generate new ideas and 
solutions around a specific domain of interest by removing inhibitions.
These meetings are used for solving a process problem, inventing new products or product innovation, 
solving inter- group communication problems, project scheduling, etc.
Brainstorming can be applied in numerous contexts:
· Business and Product Development:
Brainstorming is widely used in businesses to generate new product ideas, develop marketing strategies, improve existing products, and address business challenges. 
· Education:
Teachers use brainstorming to introduce new topics, encourage student participation, and help students explore different perspectives on a subject. 
· Creative Writing and Arts:
Writers, artists, and designers use brainstorming to overcome creative blocks and develop new narratives, concepts, or designs. 
· Problem Solving:
Brainstorming can be a highly effective method for finding solutions to various problems, from simple to complex. 
· Teamwork and Collaboration:
Brainstorming fosters a collaborative environment where individuals can share their thoughts and contribute to a collective solution. 

Q16. What reports Accounts Departments will generate?
The Accounts Department is a crucial part of any organization, primarily responsible for managing the financial records. It generates various reports to ensure accurate and efficient financial management. Below are some common reports that an Accounts Department might generate:
1. Income Statement (Profit and Loss Statement):
· Purpose: Shows the company's revenues, expenses, and profits or losses over a specific period.
· Components: Revenue, cost of goods sold (COGS), gross profit, operating expenses, net income.
2. Balance Sheet:
· Purpose: Provides a snapshot of the company's financial position at a specific point in time.
· Components: Assets, liabilities, and shareholders' equity.
3. Cash Flow Statement:
· Purpose: Details the cash inflows and outflows over a period, showing how cash is generated and used.
· Components: Operating activities, investing activities, and financing activities.
4. Accounts Receivable Aging Report:
· Purpose: Lists outstanding customer invoices and the age of each invoice to manage collections.
· Components: Customer names, invoice dates, invoice numbers, and amounts owed.
5. Accounts Payable Aging Report:
· Purpose: Details amounts the company owes to vendors, along with due dates for payments.
· Components: Vendor names, invoice dates, invoice numbers, amounts owed, and payment due dates.
6. Budget vs. Actual Report:
· Purpose: Compares the budgeted figures with actual financial outcomes.
· Components: Budgeted revenue and expenses vs. actual figures.
7. Trial Balance:
· Purpose: Provides a list of all general ledger accounts and their balances to ensure that debits equal credits.
· Components: Account titles, debit balances, and credit balances.
8. General Ledger Report:
· Purpose: Shows all financial transactions sorted by account.
· Components: Date, description, debit/credit entries, and balance for each account.
9. Financial Statements Analysis Report:
· Purpose: Provides in-depth analysis and interpretation of the financial statements, often with ratio analysis and trends.
· Components: Ratios like liquidity, profitability, and solvency ratios.
10. Inventory Reports:
· Purpose: Tracks the quantity, location, and status of inventory items.
· Components: Inventory levels, turnover rates, and reorder points.
11. Tax Reports:
· Purpose: Prepare tax filings and comply with local, state, and federal tax regulations.
· Components: Tax liabilities, credits, deductions, and payments.
12. Payroll Reports:
· Purpose: Detail wage expenses and payroll taxes for employees.
· Components: Employee names, gross wages, deductions, net pay.

Q17 The structure of the message/mail communicated from the HR department to the employee in case the loan is rejected typically includes the following elements:

1. Subject: The subject line of the email should clearly indicate that the loan request has been rejected. For example, "Loan Request Rejection" or "Loan Application Status: Rejected."
2. Salutation: Begin the message with a formal salutation addressing the employee by their name, such as "Dear [Employee's Name]."
3. Opening paragraph: Start by expressing appreciation for the employee's loan application and their interest in seeking financial assistance. State that the HR department has reviewed their loan request and provide a clear statement that their application has been rejected.
4. Reason for rejection: Explain the specific reason(s) for the loan rejection. This could include factors such as inadequate credit score, insufficient eligibility criteria, or any other relevant information that led to the decision. Provide concise and clear explanations to help the employee understand why their request was denied.
5. Empathy and support: Show empathy towards the employee's situation and acknowledge any potential disappointment or frustration they may feel. Offer support and encourage them to explore alternative options or seek guidance if needed.
6. Closing paragraph: Conclude the message by thanking the employee for their understanding and cooperation. Reiterate the company's commitment to supporting employees and emphasize that they can reach out to the HR department for any further assistance or clarification.
7. Closing: End the email with a professional closing, such as "Sincerely" or "Best regards," followed by the name and contact information of the HR representative responsible for handling loan requests.

Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
When the HR department communicates with an employee regarding an approved loan, the message or email should be structured clearly and professionally. Here is a typical structure for such a communication:
1. Subject Line:
· "Approval of Your Loan Application"
· This should be clear and indicate the purpose of the email right away.
2. Greeting:
· "Dear [Employee's Name],"
· Use the employee's name to personalize the message.
3. Opening Paragraph:
· Start with a positive tone.
· "We are pleased to inform you that your loan application has been approved."
4. Body:
· Provide details about the loan amount and terms. 
· "The approved loan amount is [amount] with an interest rate of [rate]%."
· Mention any conditions or next steps. 
· "Please review the attached loan agreement carefully."
· Include details about the repayment schedule. 
· "Repayments will be deducted from your monthly salary starting [start date]."
· Specify any contact information for questions or concerns. 
· "For any queries, please contact [HR representative's name] at [contact information]."
5. Closing Paragraph:
· Reiterate your availability for further assistance.
· "Feel free to reach out if you have any questions regarding your loan."
6. Closing Salutation:
· "Best regards,"
· "Sincerely,"
· Follow this with the HR representative's name and position.
7. Attachments:
· Mention any attachments included with the email.
· "Please find the loan agreement attached for your review."
This structure ensures that all necessary information is conveyed clearly and professionally, ensuring a smooth communication process between the HR department and the employee.

Q19 Design a sample report on the Loans applications Received by the accounts department
Introduction
The Accounts Department has received a total of [X] loan applications during the period of [start date] to [end date]. This report aims to provide an overview of the received loan applications and their status.
Summary of Loan Applications
The table below summarizes the key details of the received loan applications:
	Application ID
	Applicant Name
	Loan Type
	Amount Requested
	Status

	001
	John Smith
	Personal
	$10,000
	Pending

	002
	Emily Johnson
	Business
	$50,000
	Approved

	003
	Michael Brown
	Mortgage
	$200,000
	Rejected


Analysis
· Total Applications: [X]
· Pending Applications: [Y]
· Approved Applications: [Z]
· Rejected Applications: [W]
Recommendations
1. Streamline the review process to reduce the pending applications.
2. Conduct thorough assessments to ensure accurate decision-making.
3. Provide timely communication to applicants regarding the status of their applications.
Conclusion
Efficient management of loan applications is crucial for maintaining financial stability and supporting the growth of the organization. The Accounts Department will continue to monitor and process incoming loan applications with diligence and transparency.

Q20 Which reporting Tools we will use for generating reports.
The choice of reporting tools for generating reports depends on specific business needs, data environments, budget constraints, and user proficiency. Here are some commonly used reporting tools, along with their features:
1. Microsoft Power BI:
· Features: Integrates well with Microsoft products, provides interactive visualizations, and offers built-in AI capabilities.
· Use Cases: Ideal for businesses using other Microsoft products and seeking rich data visualizations.
2. Tableau:
· Features: Known for its powerful data visualization capabilities, ease of use, and ability to connect to various data sources.
· Use Cases: Suited for data analytics teams that require advanced visualization and interactivity.
3. Google Data Studio:
· Features: Free to use, integrates seamlessly with Google products, and offers real-time collaboration.
· Use Cases: Good choice for organizations using G Suite and looking for free, cloud-based reporting.
4. SAP Crystal Reports:
· Features: Provides extensive formatting capabilities and is suitable for pixel-perfect reports.
· Use Cases: Ideal for companies needing highly formatted and detailed reports, often used in legacy systems.
5. Looker:
· Features: Provides a data platform that offers modern BI and analytics capabilities, with strong integration with Google Cloud since its acquisition by Google.
· Use Cases: Best for businesses already utilizing Google Cloud services and requiring robust data exploration.
6. Qlik Sense:
· Features: Offers associative data indexing for exploratory data analysis, with a strong focus on guided analytics.
· Use Cases: Suitable for users who need in-depth analytical capabilities beyond typical reporting.
7. Domo:
· Features: Provides cloud-based BI and visualization with real-time data access and mobile-optimized dashboards.
· Use Cases: Ideal for companies needing a comprehensive cloud BI platform with extensive integration options.
8. Zoho Analytics:
· Features: Easy-to-use, cost-effective, and integrates well with other Zoho products.
· Use Cases: Fits small to medium businesses looking for robust analytics without a significant investment.
9. IBM Cognos Analytics:
· Features: Offers AI-infused analytics and strong governance, popular in large enterprises.
· Use Cases: Suitable for enterprises with complex data environments and a need for comprehensive governance and risk management.
10. Sisense:
· Features: Embeds analytics into applications and delivers a full suite of BI capabilities.
· Use Cases: Best for companies wanting to integrate analytics into existing systems.
Each tool has its own strengths and limitations, so the decision should be based on the specific needs of your organization, including the complexity of the data, reporting requirements, and budget considerations.
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