Priyanka
CAPSTONE Project Part 3 part 2

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

	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Definition
	Informal group discussion to generate creative ideas
	Structured meeting involving stakeholders and IT team to define system requirements

	Purpose
	To explore ideas, solutions, or problems freely
	To gather accurate requirements quickly and collaboratively

	Participants
	Usually a small, cross-functional team
	Business users, analysts, developers, and decision-makers

	Formality
	Informal and flexible
	Formal and agenda-driven

	Outcome
	Broad list of ideas or suggestions
	Documented system requirements or process designs



Summary:
· Brainstorming = Creative idea generation
· JAD Session = Structured, requirement-focused collaboration

Q 2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify

Document Analysis is the process of reviewing existing documentation (like business rules, process manuals, previous project reports, contracts, etc.) to understand the system, requirements, or domain.

Justification:
1. Provides Historical Context:
· Helps understand the current system, legacy issues, or previous decisions.
· Reduces the risk of repeating past mistakes.
2. Saves Time and Effort:
· Avoids duplicating work that is already documented.
· Helps accelerate requirement gathering.
3. Uncovers Hidden Requirements:
· Identifies rules, constraints, or processes not shared during interviews.
· Supports validation and traceability of requirements.

Example:
In an Agri Store project, reviewing old invoices, product catalos, and farmer registration forms helps define system workflows and user needs more accurately.

 Summary:
Document analysis is essential for understanding existing systems, improving accuracy, and speeding up requirement elicitation — making it a compulsory BA technique.

Q3. In Which Context we will use Reverse Engineering?

Reverse Engineering is the process of analysing an existing system to identify its components and their relationships to recreate its design or requirements — without original documentation.

Used in the Following Contexts:
1. Legacy Systems Maintenance:
· When the documentation is missing or outdated.
· To understand old software for upgrades, bug fixes, or migration.
2. System Reengineering / Modernization:
· When converting a monolithic system to modern architecture (e.g., microservices).
· To extract business logic from existing code.
3. Integration with New Systems:
· When integrating with old software where APIs or interfaces are not well defined.


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

	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate a wide range of ideas or solutions quickly
	To gather opinions, attitudes, or feedback on a product/system

	Participants
	Internal team members (e.g., BAs, designers, developers)
	Targeted users or customers of the system

	Nature
	Informal and creative session
	Structured session with a moderator

	Outcome
	List of possible ideas, approaches, or solutions
	Insights into user expectations, preferences, and concerns




Q5. Observation Technique – Explain both Active and Passive approaches 

Observation Technique
It is a requirement elicitation method where the Business Analyst observes how users perform their tasks to understand the current process, pain points, and system behaviour.


	Type
	Description

	Active Observation
	The analyst interacts with the user while observing the task. They may ask questions or clarify steps during the process.

	Passive Observation
	The analyst silently observes the user without any interruption to avoid influencing their natural workflow.



When to Use:
· When users can't explain their tasks easily.
· When documentation is missing or systems are highly manual or complex.
· Ideal for process-heavy industries (e.g., warehouses, agriculture, logistics).

✅ Example:
In a warehouse for the Agri Product Store, the BA might:
· Passive: Watch how inventory is updated during delivery.
· Active: Ask the staff why they skip certain steps or use manual notes.

Q6. How do you conduct the Requirements Workshop

Requirements workshop is a structured approach to capture requirements.
• It may be used to scope, discover, define, prioritize and reach closure on requirements for the target system.
• Define objectives, identify stakeholders, create an agenda, collaboratively facilitate the workshop with key stakeholders, summarize findings, and validate requirements.
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

Business Analysts conduct interviews to gather detailed information from stakeholders such as:
· End-users to understand daily operations or challenges
· Managers or clients to gather high-level business goals
· Subject Matter Experts (SMEs) to clarify technical or domain-specific processes
· Developers/Testers to understand integration or testing needs

 Approaches to Conducting Interviews:
	Approach
	Description

	Structured Interview
	Follows a pre-defined set of questions in order. Ensures consistency across interviews. Suitable when the scope is clear.

	Unstructured Interview
	More flexible and open. No fixed question order. Useful in the early stages of analysis to explore ideas or uncover hidden needs.

	Semi-Structured Interview
	Combination of both – planned key questions with room for discussion. Most commonly used by BAs.



 Difference: Open-ended vs Closed-ended Questions
	Type
	Open-Ended Questions
	Closed-Ended Questions

	Definition
	Allows the respondent to explain freely
	Requires a specific, short answer (Yes/No/choice)

	Purpose
	To explore opinions, problems, or ideas
	To confirm facts or details

	Examples
	“Can you walk me through the order process?”
	“Do you use the online order system daily?”



Q8. Questionnaire Technique – Where we will use? Give one example

The Questionnaire Technique involves preparing a set of written questions that are distributed to stakeholders or users to gather information, opinions, or feedback in a structured way.

Where Is It Used?
Business Analysts use questionnaires when:
	Context
	Why It’s Used

	Large number of stakeholders
	Saves time compared to individual interviews

	Stakeholders are in different locations
	Can reach remote participants easily (email, online)

	Need quantitative or qualitative data
	Structured format allows easy analysis and comparison

	Early-stage research or requirement validation
	To prioritize features or gather user preferences



Example Scenario (Agri Product Store Project):
Suppose the BA wants to gather input from 100 farmers about preferred payment modes on the online store.
Sample Questions:
1. What payment method do you prefer?
· ☐ Cash on Delivery
· ☐ UPI
· ☐ Credit/Debit Card
· ☐ Net Banking
2. How often do you purchase agricultural products online?
· ☐ Weekly
· ☐ Monthly
· ☐ Occasionally
· ☐ Never
3. What problems do you face during checkout?
(This could be an open-ended question)

Advantages:
· Scalable and time-saving
· Helps in trend identification
· Can be easily analysed using tools (Excel, SurveyMonkey, Google Forms)

Q9. How to Sort the Requirements – Where we will use? Give one example

Sorting requirements means organizing them based on priority, type, or implementation phase so they can be better managed, developed, and delivered.

Where Is It Used?
Business Analysts use sorting when:
	Context
	Purpose

	During requirement analysis phase
	To identify critical vs. optional requirements

	When resources/time are limited
	To deliver high-value features first

	During sprint/release planning in Agile
	To define what goes into MVP or next iteration



 How to Sort Requirements:
	Sorting Criteria
	How It's Done

	MoSCoW Method
	Must have, Should have, Could have, Won’t have

	Business Value (BV)
	Sort by ROI (Return on Investment) or user impact

	Dependencies
	Order based on what needs to be built first

	Risk and Complexity
	Prioritize low-risk, high-value items



Example (Scrum Foods App):
For a food delivery application, the BA may sort these:
	Requirement
	Priority (MoSCoW)

	Login with mobile number
	Must Have

	Apply discount coupon
	Should Have

	Order tracking with GPS
	Could Have

	Voice ordering via AI
	Won’t Have (for now)



Q10. Prioritise the Requirements – –Where we will use? Give one example

Prioritization is the process of ranking requirements based on their importance, urgency, business value, and feasibility, so that the most critical features are delivered first.

 Where Is It Used?
Requirement prioritization is used during:
	Phase
	Purpose

	Planning (Waterfall or Agile)
	To decide what to build first

	MVP (Minimum Value Point) Development
	To deliver a minimal but usable product

	Budget or Time Constraints
	To focus on high-value features only

	Stakeholder Conflict
	Helps resolve disagreement by comparing business impact



 Common Prioritization Methods:
· MoSCoW – Must, Should, Could, Won’t
· Kano Model – Basic, Performance, Delight features
· 100-Point Method – Stakeholders assign points to features
· Value vs. Effort Matrix – Focuses on ROI

 Example (Online Agri Store Project):
Suppose the following requirements are gathered:
	Requirement
	Priority (MoSCoW)
	Reason

	Product Search and Filter
	Must Have
	Core to user experience

	Multi-language Support
	Should Have
	Helpful, but not urgent

	Integration with WhatsApp for updates
	Could Have
	Nice to have, low urgency

	Drone delivery tracking
	Won’t Have (Now)
	High cost, experimental



Q11. Weekly status reporting – How we will drive?

Weekly status report is a summary of all work done during a week and how these activities contributed to the completion of a task or a project, or how each one brings the team closer to the achievement of their targets.
Questions that can be asked in a weekly status report include:
☐ What have you been working on recently?
☐ What have you accomplished this week?
☐ What are your top priorities?
☐ What are your challenges going into next week?

Q12. Meeting Minutes Document – prepare one Sample

Meeting minutes are notes that are recorded during a meeting. They highlight the key issues that are discussed, motions proposed or voted on, and activities.
7 things to include when writing meeting minutes -
· Date and time of the meeting.
· Names of the participants.
· Purpose of the meeting.
· Agenda items and topics discussed.
· Action items.
· Next meeting date and place.
· Documents to be included in the report.

Sample:

Document Title:
Meeting Minutes – Requirement Discussion for Agri Product Store
 Date: 15 Sep 2025
 Time: 3:00 PM – 4:00 PM
 Location: Microsoft Teams
Facilitator: priyanka (Business Analyst)
 Attendees:
· Rajesh Kumar – Client
· Deepa Menon – Project Manager
· Arun Dev – Developer
· Priyanka – Business Analyst
· Neha Singh – QA Analyst

Agenda:
· Finalize payment method requirements
· Confirm delivery flow and expected SLAs
· Discuss UI feedback from client demo

 Key Discussions:
	Topic
	Discussion Summary

	Payment Methods
	Client confirmed support for Card, Wallet, Net Banking, and UPI.

	Delivery Workflow
	Agreed to 3-day standard delivery time. Express delivery to be discussed later.

	UI Feedback
	Client requested font size increase and green color theme for mobile screens.



 Decisions Made:
· UPI to be made default payment option
· Express delivery module will be part of Phase 2
· UI updates to be done by 20 Sep 2025

 Action Items:
	Task
	Responsible
	Due Date

	Update wireframes with new UI colours
	Priya
	18 sep 2025

	Implement UPI flow in backend
	Gyan
	20 Sep 2025

	QA review on payment flow
	Neha
	26 Sep 2025



 Next Meeting:
Date: 27 sep 2025
Topic: Sprint Planning for Phase 1 Delivery

Q13. Change Tracker – Document - – prepare one Sample

A Change Tracker Document helps to record and monitor changes made to requirements, scope, or features during the project lifecycle. It ensures traceability, accountability, and clear approval tracking.

 Sample: Change Tracker – Agri Product Store Project
	Change ID
	Change Description
	Raised By
	Date Raised
	Impact Area
	Status
	Approved By
	Remarks

	CHG-001
	Add UPI as payment method
	Client
	10-Jun-2025
	Payment Integration
	Approved
	PM – Deepa
	To be delivered in Sprint 2

	CHG-002
	Change UI theme to green
	Client
	12-Jun-2025
	User Interface
	In Progress
	UI Lead – Arun
	Wireframes updated

	CHG-003
	Add express delivery option
	BA
	15-Jun-2025
	Delivery Workflow
	Under Review
	-
	High cost, awaiting approval



 Columns Explained:
· Change ID: Unique identifier for tracking
· Change Description: What the change is
· Raised By: Who requested it
· Impact Area: Affected system/module
· Status: E.g., Approved, In Progress, Rejected
· Approved By: Decision-maker
· Remarks: Notes or clarifications

 Benefits:
· Prevents scope creep
· Improves transparency with stakeholders
· Helps manage project impact and timelines

Q14. Difference between Traditional Development Model and Agile Development Models

	Model
	Description

	Traditional Development Model (Waterfall)
	A linear and sequential approach, where each phase (requirements, design, development, testing, deployment) is completed one after the other.

	Agile Development Model
	An iterative and incremental approach, where software is developed and delivered in small parts (sprints) with continuous feedback and flexibility.



 Key Differences:
	Aspect
	Traditional (Waterfall)
	Agile

	Approach
	Linear and phase-based
	Iterative and incremental

	Flexibility
	Rigid; changes are hard once development starts
	Highly flexible; changes can be made any time

	Requirement Handling
	All requirements gathered upfront
	Evolving requirements throughout development

	Customer Involvement
	Low (mostly at start and end)
	High (continuous feedback every sprint)

	Testing
	Performed after development
	Performed in every sprint (early and frequent)

	Delivery
	One-time final delivery
	Frequent small releases (every 2–4 weeks)

	Documentation
	Heavy documentation
	Light documentation, focus on working software

	Team Collaboration
	Siloed roles (BA, Dev, QA)
	Cross-functional, collaborative team



Example:
· In Waterfall, a food delivery app is developed after completing all planning and design and delivered at once.
· In Agile, the same app starts with basic login and order flow, then improves each sprint with customer feedback.

Q15. Explain Brainstorming Technique – Where to use?

Brainstorming is a creative idea-generation technique used by Business Analysts and teams to gather a wide range of ideas, solutions, or requirements from a group of people in a collaborative environment.

 Key Features:
· Conducted in groups (3 to 10+ participants)
· Encourages free flow of ideas – no criticism during idea generation
· Ideas can be filtered, grouped, or prioritized afterward
· Involves a facilitator (often the BA) to guide the session

 Where to Use Brainstorming?
	Context
	Purpose

	During initial requirement gathering
	Generate a broad list of stakeholder needs

	While solving business problems
	Identify possible causes or solutions

	For new product features
	Encourage innovation and out-of-the-box thinking

	During process improvement
	Get input from operations or support teams



Example (Online Agri Store Project):
When deciding on features for mobile app enhancement, a brainstorming session could involve:
· Stakeholders
· UX designers
· Developers
· Field agents
Ideas generated might include:
 Voice-based product search
 Crop-specific product suggestions
 WhatsApp order integration

 Steps in Brainstorming:
1. Define the problem or topic
2. Set ground rules (no judgment, all ideas welcome)
3. Allow free idea sharing (record all ideas)
4. Review, group, and prioritize ideas

Q16. What reports Accounts Departments will generate

In the Employees Loan Management System for TTS Company, the Accounts Department plays a crucial role in managing financial aspects of the loan process. Below are 5 key reports they would generate:

 1. Loan Disbursement Report
· Purpose: Tracks all loans that have been approved and disbursed to employees.
· Fields:
· Employee ID, Name
· Loan Amount
· Date of Disbursement
· Approved By
· Bank Transaction ID

 2. EMI Deduction Report
· Purpose: Shows the monthly salary deductions made for each employee for loan repayment.
· Fields:
· Employee ID, Name
· Loan ID
· EMI Amount
· Deduction Month
· Balance Remaining

 3. Loan Outstanding Report
· Purpose: Lists employees with active loans and remaining balances.
· Fields:
· Employee ID, Name
· Loan Start Date
· Total Loan Amount
· Paid Amount
· Balance Amount
· Next EMI Due Date

 4. Loan Rejection Report
· Purpose: Displays all loan applications that were rejected along with rejection reasons.
· Fields:
· Employee ID, Name
· Loan Request Date
· Requested Amount
· Rejected By (HR or Accounts)
· Reason for Rejection

 5. Loan Summary Report (Monthly/Quarterly)
· Purpose: Summary view for management and audits showing total loans handled.
· Fields:
· Total Loans Requested
· Total Approved
· Total Rejected
· Total Disbursed Amount
· Recovery Performance (EMI collections vs. expected)

Optional Additional Reports:
· Defaulter Report (employees who missed EMI payments)
· Tax Benefit Report (interest paid by employees for Form 16 purposes)

Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?

When a loan is rejected, the HR department must send a formal and clear communication to the employee explaining the decision. The structure of this message includes:

 Structure of the Rejection Mail:

1. Subject Line:
Subject: Loan Application Status – [Your Name]

2. Greeting:
Dear [Employee Name],

3. Acknowledgement of Application:
We appreciate your interest in applying for an employee loan under the TTS Company Loan Assistance Program.

4. Rejection Notification:
After careful review of your application, we regret to inform you that your loan request dated [Application Date] has been declined.

5. Reason for Rejection (Optional but Professional):
This decision was based on [mention valid reason, e.g., ineligibility as per company policy, insufficient salary bracket, incomplete documentation, etc.].

6. Future Possibility (if applicable):
You may consider reapplying once the necessary eligibility conditions are met. Our HR team will be happy to assist you with any future application.

7. Support and Closure:
If you have any questions regarding this decision, feel free to contact us at [HR contact details].

8. Signature:
Best Regards,
[HR Representative Name]
HR Department
TTS Company

Sample Email Preview:
Subject: Loan Application Status – Rahul Sharma
Dear Rahul,
Thank you for applying for a loan through the TTS Employee Loan Program.
After a detailed review of your application submitted on 5th June 2025, we regret to inform you that your loan request has been declined due to not meeting the minimum eligibility criteria as per the company’s loan policy.
You are welcome to reapply in the future once you meet the necessary requirements. Should you need any guidance or clarification, please feel free to reach out.
Best Regards,  
Anita Verma  
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?

When an employee's loan request is approved, the HR department must send a formal communication that includes all the necessary information regarding the loan terms, next steps, and confirmation process.

 Structure of the Approval Mail:

1. Subject Line:
Subject: Loan Application Approved – Action Required

2. Greeting:
Dear [Employee Name],

3. Approval Confirmation:
We are pleased to inform you that your loan application dated [Application Date] has been approved as per the company's Employee Loan Assistance Policy.

4. Loan Details:
Please find below the summary of your loan terms:
· Loan Amount: ₹[Amount]
· Tenure: [X] months
· EMI Amount: ₹[EMI Amount]
· Repayment Start Date: [Start Date]
· Interest Rate (if any): [Rate]
· Monthly Deduction From: Your salary

5. Terms and Conditions:
Please review the attached Loan Terms and Conditions Document and Repayment Schedule for your reference.

6. Action Required from Employee:
To proceed, kindly review the documents and send your written acceptance or digitally sign the acceptance form by [Due Date].

7. Support and Contact:
Should you have any queries regarding the loan offer or repayment terms, please contact the HR Helpdesk at [Contact Email/Number].

8. Closing and Signature:
Warm Regards,
[HR Representative Name]
HR Department
TTS Company

Sample Email Preview:

Subject: Loan Application Approved – Action Required
Dear Ramesh,
We are pleased to inform you that your loan application dated 10th June 2025 has been approved.
Below are the details of your loan:
- Loan Amount: ₹1,50,000
- Tenure: 12 months
- EMI: ₹12,500/month
- Repayment Start Date: 1st August 2025
Please find attached the Loan Agreement and Repayment Schedule. Kindly review the terms and send your acceptance by 20th June 2025 to initiate disbursement.
For any clarification, you may reach out to hr-loans@tts.com.
Warm Regards,  
Anita Verma  
HR Department  
TTS Company

Q19. Design a sample report on the Loans applications Received by the accounts department

Title:
Employee Loan Applications Report – Received by Accounts Department
Reporting Period: 01 June 2025 – 15 June 2025
Prepared by: Accounts Department – TTS Company





 Sample Report Table Format:
	S.No
	Application ID
	Employee Name
	Department
	Loan Amount (₹)
	Application Date
	Status
	Reviewed By
	Remarks

	1
	LA-2025-001
	Arjun Reddy
	IT
	1,00,000
	01-Jun-2025
	Approved
	Rajesh (Accounts)
	Eligible, cleared

	2
	LA-2025-002
	Sneha Iyer
	HR
	75,000
	02-Jun-2025
	Rejected
	N/A
	Salary below eligibility

	3
	LA-2025-003
	Rajat Sharma
	R&D
	2,00,000
	03-Jun-2025
	Approved
	Meena (Accounts)
	Final EMI set for 12 months

	4
	LA-2025-004
	Neha Kulkarni
	Sales
	1,50,000
	05-Jun-2025
	In Review
	-
	Waiting HR verification

	5
	LA-2025-005
	Vikram Das
	Operations
	1,20,000
	06-Jun-2025
	Approved
	Arvind (Accounts)
	Auto-deduction setup pending



 Key Columns Explained:
· Application ID: Unique reference for tracking
· Employee Name/Department: Helps categorize and filter data
· Loan Amount: Financial detail for planning and approval
· Status: (Approved / Rejected / In Review)
· Reviewed By: Accounts staff who validated the application
· Remarks: Notes on action taken or pending issues

Additional Analysis (Optional):
· Total Applications: 5
· Total Approved: 3
· Total Rejected: 1
· Total Loan Amount Approved: ₹4,20,000

Notes:
· This report supports decision-making, audit trails, and ensures transparency in the loan approval workflow.
· Can be exported as Excel, PDF, or integrated into a dashboard for stakeholders.

Q20. Which reporting Tools we will use for generating reports.

In a corporate environment like TTS Company, where employee loans and financial workflows are handled, using professional reporting tools ensures accuracy, automation, and clarity in generating reports for HR, Accounts, and Management.

 Commonly Used Reporting Tools:
	Tool Name
	Purpose/Use Case

	Microsoft Excel
	For manual reports, pivot tables, filtering, charts. Easy to use and highly flexible.

	Power BI
	For dynamic dashboards, automated data refresh, data visualization and interactivity.

	Tableau
	For advanced analytics, interactive dashboards, and data storytelling.

	Crystal Reports
	For formatted, printable reports with database integration (often used in SAP).

	Zoho Analytics
	Cloud-based business intelligence tool suitable for HR/Finance reports.

	SSRS (SQL Server Reporting Services)
	For database-driven enterprise reports integrated with SQL Server.



Selection Depends On:
· Type of report (manual, dynamic, visual)
· Data source (Excel, SQL database, Cloud, ERP)
· Frequency (one-time vs. automated recurring reports)
· Audience (internal teams vs. senior management)

 Example:
In the Employee Loan Management System, you may use:
· Excel for quick EMI deduction and outstanding loan lists
· Power BI to show monthly loan disbursement trends and defaulter dashboards
· SSRS (SQL Server Reporting Services ) to generate employee-wise loan summaries from HRMS (Human Resource Management System ) databases

 Summary:
The ideal tool depends on complexity, data source, integration, and user needs, but Power BI, Excel, and SSRS are among the most commonly used in BFSI and HR-finance domains.


