CAPSTONE PROJECT PREP 3 PART (2)

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

	Purpose
	Brainstorming is conducted to generate a wide range of creative ideas or solutions.
	JAD sessions are conducted to gather and define detailed system requirements collaboratively.

	Participants
	It typically involves a small group 3–10 of stakeholders or team members.
	It involves users, business analysts, developers, and facilitator usually 10–15 participants.

	Structure
	Brainstorming sessions are generally Informal and unstructured.
	JAD sessions are formal and well-structured with defined agenda.

	Focus
	Idea generation and problem-solving.
	Requirement gathering, system design, and documentation.

	Facilitation
	Brainstorming may or may not have a facilitator.
	JAD sessions are always led by a trained f\acilitator (JAD Facilitator).

	Outcome
	The sessions give list of ideas, potential solutions, or options.
	It provides well-defined and documented system requirements.

	Duration
	It usually lasts shorter duration (1–2 hours).
	JAD sessions are longer (multiple hours to several days).

	Decision-Making
	It is not necessarily focused on making final decisions.
	It aims to make decisions and reach mutual agreement.

	 Use in SDLC
	Used in early stages for idea generation or problem identification.
	Used in requirement analysis and system design phases.

	Documentation
	It has limited or informal documentation.
	Detailed documentation is a key deliverable in JAD sessions.

















Q 2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify?
Answer:
Document Analysis is an elicitation technique which involves reviewing existing documents like user manuals, policies guidelines etc. to understand the process flow, gather relevant information about current system. It is a compulsory technique in projects, especially in Business Analysis, because it helps in understanding the existing system, requirements, and context before making any changes or designing new solutions.
Justification: 
a. Understand Existing Processes and Requirements
· Documents like policies, procedures, user manuals, system logs, and previous project reports give a clear picture of how things currently work.
· This helps avoid starting from scratch or missing important existing details.

b. Identify Gaps or Problems Early
· Analysing current documentation helps in spotting inconsistencies, outdated information, or missing pieces.
· This leads to better problem understanding and requirement accuracy.

c.  Saves Time and Resources
· Rather than asking stakeholders for everything, many answers are already available in written form.
· Speeds up the requirements gathering phase and reduces rework.

d. Provides Reliable, Traceable Information
· Documents offer historical and traceable records, which can be used for auditing, compliance, or verification.
· Ensures the project is aligned with business rules and standards.

e. Useful When Stakeholders Are Unavailable
· If stakeholders are not accessible, document analysis allows you to continue your work independently by studying existing records.

Therefore, Document Analysis is compulsory because it ensures you start with a solid foundation, reduces errors, and provides a clear, factual understanding of the business, system, and stakeholder needs. It supports better decision-making and requirement accuracy.

Q3. In Which Context we will use Reverse Engineering? 
Answer:
Reverse Engineering is used when we want to analyse and understand an existing product, system, or process—especially when documentation is missing, incomplete, or the original creators are unavailable.
Black Box Reverse Engineering:
Focuses on observing the system's behaviour from the outside without knowing its internal code or structure (e.g., giving inputs and analysing outputs).
White Box Reverse Engineering:
Involves analysing the internal structure, source code, and design of the system to understand how it works from the inside.

In following context, we will use reverse engineering:

a) Understanding Legacy Systems
When working with old software or systems that don’t have proper documentation.
It helps to understand how the system works so we can update, fix, or replace it.

b) Maintenance or Enhancement
When making changes to existing systems, reverse engineering helps developers or analysts figure out how to safely make improvements.

c)  Integration with New Systems
To understand how existing systems work in order to integrate them with new tools or applications.

d)  Recovering Lost Information
If source code, diagrams, or requirements are missing, reverse engineering helps recreate them.

e)  Security Testing
Used by cybersecurity professionals to detect malware, viruses, or security flaws in software.

f)  Compliance & Validation
To ensure a product meets certain standards or regulations, especially if original specs aren’t available.








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

	Purpose
	Brainstorming sessions are conducted to generate many ideas or solutions
	Focus group are formed to gather opinions, feedback, or reactions.

	Participants
	Usually, internal team members or stakeholders (3-10 members)
	The participants are selected target users or customers (6-12 members)

	Method
	Open idea sharing without criticism
	Guided discussion led by a moderator

	Output
	The outcome is generated List of creative ideas, solutions etc.
	Focus groups generates Insights, preferences, or user expectations

	Used when
	Used in early stages of solution or product development.
	Used during product evaluation, market research

	Group composition
	Usually, homogeneous team members
	Focus groups can be homogeneous or heterogeneous based on the research need.



Q5. Observation Technique – Explain both Active and Passive approaches 
Answer:
Observation is an elicitation technique used to gather information by watching or interacting how users perform their task in the actual work environment, what tools and systems are used. This technique can be classified into two main approaches: Active Observation and Passive Observation.
a. Active Observation:
Active observation involves interacting with the user while observing their work. This might include asking questions, discussing actions or even trying tasks themselves.
Advantages:
· Provides deeper insights due to closer involvement.
· Useful in understanding contextual or complex behaviours.
· Builds trust with participants, which may lead to more honest behaviour.
Disadvantages:
· Risk of observer bias due to involvement.
· Can affect the natural behaviour of participants.
· Requires significant time and skill to manage roles effectively.
Example:
A Business Analyst sits next to data entry clerk and asks questions like: “Why do you enter this code manually? Or “What is the next step after this? Etc. This helps the BA to understand not just what the user does but also why and how it is done.

b.  Passive Observation
Passive observation involves not interacting or interrupting with the user during their task. Rather silently observe and capture the real and unaltered workflow.
Advantages:
· Captures natural behaviour as subjects are not influenced.
· Reduces observer bias and ethical concerns.
· Easier to replicate and standardize across observations.
Disadvantages:
· Limited contextual understanding.
· May miss hidden motivations or internal thoughts.
· Observer may misinterpret non-verbal cues or actions.
Example:
A Business Analyst observes the warehouse employees scanning packages and printing labels, noting every step, timing and challenges without asking questions during the process. This helps the BA to see natural flow of work, as asking questions might change their flow.













Q6. How do you conduct the Requirements Workshop
Answer:
[bookmark: _Hlk204354085]A Requirements Workshop is a structured, collaborative meeting where stakeholders gather to identify, analyse, and prioritize requirements for a project.
[bookmark: _Hlk204361836]Following are the steps for how to conduct the requirement workshop effectively.
Step 1: Plan the Workshop
· Define objective: What do you want to achieve? (e.g., gather requirements for a new app)
· Scope: Limit the topics to be discussed
· Participants: Identification of stakeholders
· Business stakeholders
· End users
· SMEs
· Developers/testers (if required)
· Schedule: Book time and send calendar invites

Step 2: Prepare for the Workshop
· Prepare:
· Agenda (with time slots)
· Presentation slides
· Templates (for requirement capturing, user stories, etc.)
· Any existing documents (business case, old system screenshots, process flows)
· Share pre-reads or background information.

Step 3: Execute or run the Workshop
· Welcome participants
· Introduce:
· Yourself and your role (usually BA or facilitator)
· All attendees

· Present the workshop objective and agenda
· Set ground rules:
· Respect all opinions
· Stay on topic
· Time limits for each discussion
· Explain how input will be captured and used

Step 4: Elicit Requirements
Use different techniques:
· Brainstorming – for idea generation
· Process walk-through – to understand current system
· User story mapping – to capture user journeys
· Use case discussion – for detailed functionality
· Prototypes/Wireframes – for visual context (if available)
Capture:
· Functional requirements (what the system should do)
· Non-functional requirements (performance, security, usability)
· Business rules
· Constraints or assumptions

Step 5: Prioritize Requirements
· Use methods like:
· MoSCoW (Must have, should have, could have, Won’t have)
· Voting
· Business value vs complexity matrix
· Capture priorities agreed upon by stakeholders



Step 6: Summarize and Validate
· Review key points discussed
· Read out or display captured requirements
· Get confirmation from participants
· Note: Open questions and Action items

Step 7: Wrap up or Close the Workshop
· Thank participants
· Recap:
· What was achieved
· Next steps
· Any follow-up sessions required
· Share timeline for draft document or deliverables

Step 8: Post-Workshop Activities
· Prepare:
· Meeting minutes (MoM)
· Requirement document or summary
· Action item list
· Share with all participants for review
· Collect feedback or clarifications
· Finalize and get sign-off on documented requirements.






Q7. In which context, Interview Technique can be conducted by a BA? How many approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Questions.
Answer:
A)  The Interview technique can be conducted by a Business Analyst when direct, in-depth communication is needed with stakeholders to gather detailed requirements, understand business processes, or clarify specific issues. It is especially useful when the BA needs insights from subject matter experts (SMEs), end users, or decision-makers in a one-on-one or small group setting.
Interviews are useful in the following contexts:
1. Eliciting Requirements – To understand stakeholder needs, expectations, and pain points.
2. Validating Requirements – Confirming gathered requirements with users or experts.
3. Understanding Business Processes – Learning how current systems or process’s function.
4. Stakeholder Analysis – Identifying roles, interests, and influence of different stakeholders.
5. Gathering Feedback – Post-implementation reviews or gap analysis.
6. Risk Identification – Collecting insights on potential risks or constraints.

B) Approaches to Conducting Interviews
There are two main approaches:
1. Structured Interviews:
 Structured interviews involve asking a predefined set of questions in a specific, consistent order to all participants. This approach ensures that each interviewee is presented with the same questions, allowing for uniform data collection. The responses are typically recorded in a standardized format, which makes it easier to compare, analyse, and identify patterns across multiple interviews. Structured interviews are particularly useful when the goal is to gather quantifiable data or validate specific requirements.
Example:
BA interviews multiple users with the same checklist of system requirements.


2. Unstructured Interviews
Unstructured interviews do not follow a fixed set of questions; instead, they involve a free-flowing conversation guided by general topics or areas of interest. The Business Analyst (BA) listens actively and adapts the questions dynamically based on the responses and direction of the discussion. This flexible approach is useful for exploring new ideas, uncovering hidden requirements, or gaining a deep understanding of complex issues from stakeholders.
Example:  BA casually interviews a department head to explore pain points in daily operations.

C)  Open-ended and closed-ended questions differ mainly in the type of responses they allow. Open-ended questions let the respondent answer in their own words, encouraging detailed and thoughtful responses. These questions are used to explore opinions, ideas, or experiences. For example, “What are your goals for this project?” allows the person to explain freely. In contrast, closed-ended questions have limited answer options, such as “yes” or “no,” or a choice from a list. They are used to gather specific, factual information quickly. For example, “Have you completed the project?” expects a short, direct answer. While open-ended questions help in gaining deeper insights, closed-ended questions are useful for getting quick and measurable data.














Q8. Questionnaire Technique – Where we will use? Give one example.
Answer:
The Questionnaire Technique is used by Business Analysts (BAs) to collect information from a large group of stakeholders in a structured and standardized way. It is especially useful when:
Where It Is Used:
1. When stakeholder group is large or geographically dispersed
2. When time or budget constraints limit face-to-face meetings
3. To gather quantitative data for analysis
4. To prioritize features or requirements
5. For surveys, feedback, or validation of proposed solutions

 Example:
A BA is working on a new employee self-service portal. Before defining requirements, the BA sends a questionnaire to all employees to gather input on:
· What features they expect (e.g., leave application, payslip download)
· How frequently they use the current system
· Satisfaction level with existing services









	

Q9. How to Sort the Requirements – Where we will use? Give one example 
Answer: 
Sorting requirements means grouping them logically based on criteria such as modules, stakeholders, process stages, or requirement types. This helps in identifying what needs to be delivered first, what adds the most value, and how to plan the project phases.
It is the process in which scattered requirements are put together and redundancy is removed. We use it during the Requirements Analysis and Documentation phase to prepare documents like the Business Requirements Document (BRD), Functional Requirement Document (FRD), or to create Use Case models.

Example:

In University management system, requirements can be sorted as:
· Student Module: Course registration, fee payment
· Faculty Module: Attendance entry, grade submission
· Admin Module: Staff onboarding, report generation
In a University Management System project, a Business Analyst sorts the requirements based on different user roles or modules. For instance, the Student Module includes features like course registration, viewing timetables, and fee payment. The Faculty Module covers functionalities such as managing student attendance, uploading grades, and accessing course schedules. The Admin Module handles tasks like staff onboarding, generating reports, and managing system access. Sorting requirements this way ensures clarity, avoids overlap, and makes it easier for development and testing teams to work module-wise.









Q10. Prioritise the Requirements – –Where we will use? Give one example.
Answer: 
Prioritising requirements means assigning a level of importance (e.g., High, Medium, Low) to each requirement based on business value, urgency, and stakeholder needs. This helps in deciding which features should be developed first, especially when there are time or budget constraints.
We use it during the Requirements Analysis and Planning phase in Waterfall models, particularly in Agile projects for sprint planning, or to decide the implementation order in project scheduling.
· MoSCoW Technique – Classify as: Must Have, Should Have, Could Have, Won’t Have now.
· Priority Levels – High, Medium, Low
· Business Value – Based on ROI, risk, or user impact

Example:  Mobile Banking Application Project
During requirement gathering, the BA organizes features by functional modules and assigns priority levels using the MoSCoW method.
Sorted by Module & Prioritized:
· Authentication Module
Login using OTP – Must Have
Logout – Must Have

· Account Management
View balance – Must Have
Transaction history – Should Have

· Transactions
Fund transfer – Must Have
International transfer – Should Have

· UI Features
Dark mode – Could Have
Voice banking – Won’t Have now

· Support Features
ATM locator – Should Have
Chatbot – Could Have.


Q11. Weekly status reporting – How we will drive? 
Answer: 
Weekly Status Reporting is a structured way to track and communicate project progress, issues, risks, and plans to stakeholders. It is the summary of all work done during the week and how these activities contributed to the completion of task of project.
[bookmark: _Hlk204689217]It helps ensure transparency, accountability, timely decisions and keep all stakeholders aligned. It is driven through regular coordination, consistent documentation, and timely communication.

Drive Weekly Status Reporting:

a.  Define Report Format
Use a standard template (can be Excel, PowerPoint, or a dashboard).
Common sections:
· Project Summary / Highlights
· Tasks Completed (This Week)
· Planned Tasks (Next Week)
· Issues and Risks
· Dependencies and Delays
· Action Items and Ownership
· Overall Status (RAG: Red/Amber/Green)

b. Collect Updates
Hold weekly team sync or get updates via emails.
Question included during weekly meeting:
· What have you been working on recently
· What have you accomplished this week?
· What are your top priorities?
· What are your challenges faced ?

Collect inputs from developers, testers, BAs, and other stakeholders.

c. Update the Report
Fill in accurate status, using measurable data (e.g., % completed, milestones).
Highlight critical blockers and risk mitigation plans.

d. Share with Stakeholders
Send the report to the project manager, sponsor, and other key stakeholders.
Optionally, conduct a weekly review meeting to explain updates and decisions.

e.  Track Action Items
Maintain a list of ongoing and closed action items.
Assign owners and follow up on deadlines.

Q12. Meeting Minutes Document – prepare one Sample 
Answer: 
Meeting Minutes is a summary document that records what was discussed, decisions taken, and action items assigned during a meeting. It ensures everyone is aligned and helps in tracking follow-ups.
Meeting Minutes:
Project: Online Shopping App
Date: 28 June 2025
Time: 3:00 PM – 4:00 PM
Attendees: BA, PM, Developer, Tester
Agenda:
· Review UI screens
· Discuss payment integration
Discussion Points:
· Homepage and product page design approved
· Payment gateway API pending from client
Decisions:
· UI handover to dev team on 30 June
· Client to share payment API by 1 July
Action Items:
· BA to prepare UI documentation – Due: 29 June
· PM to follow up with client – Due: 1 July







 Q13. Change Tracker – Document - – prepare one Sample 
Answer:
A Change Tracker is a document used to record and monitor all changes made to project requirements, scope, or documents. It helps in keeping stakeholders informed and ensures controlled change management.
It helps ensure transparency, accountability, and effective communication among stakeholders by keeping everyone informed of updates. Change Tracker documents are especially useful in projects requiring strict version control, such as software development, business analysis, or policy documentation.

	Change ID
	Date
	Change Description
	Requested By
	Status
	Impact
	Approved By

	CHG-001
	25-Jun-2025
	Add promo code on checkout
	Marketing
	Approved
	Timeline +2 days
	PM

	CHG-002
	28-Jun-2025
	Change color theme to blue
	Client
	In Review
	UI design update
	BA Lead

	CHG-003
	29-Jun-2025
	Add delivery tracking feature
	Product Owner
	Proposed
	Extra dev effort
	TBD






Q14. Difference between Traditional Development Model and Agile Development Models.
Answer: 
	 Aspect
	 Traditional Development Model
	Agile Development Model

	Approach
	Sequential and linear
	Iterative and incremental

	 Planning
	Fixed upfront planning
	Adaptive and continuous planning

	 Flexibility
	Less flexible to changes
	Highly flexible to changes

	Delivery
	Product delivered at end
	Product delivered in sprints (every 2–4 weeks)

	 Customer Involvement
	Involved mostly at start and end
	Involved throughout the process

	 Feedback
	Received after full development
	Frequent and continuous feedback

	 Testing
	Done after development
	Continuous testing in every sprint

	 Team Collaboration
	Roles are clearly defined and separate
	Cross-functional and collaborative teams

	 Documentation
	Heavy documentation required
	Minimal but sufficient documentation

	 Risk Handling
	Risks found late in the cycle
	Risks identified and handled early




Q15. Explain Brainstorming Technique – Where to use? 
Answer: 
Brainstorming is a group creativity technique used to generate a large number of ideas quickly for solving a problem or gathering information. It encourages open thinking, where all ideas are welcomed without criticism. Brainstorming is usually done in a group setting with a facilitator and participants, but it can also be done individually. During the session, all ideas are listed without judgment, and later they are analysed and shortlisted for further action.
Brainstorming technique is used: 
· During requirement gathering
· For solving business problems
· While identifying risks or solutions
· For creating new features or improvements
For example: In a project to build a health app, brainstorming was used to gather ideas for features like step tracking, water intake alerts, and online doctor consultations. It’s a simple but powerful tool to promote innovation and team involvement early in the project.














Case Study Answers: 
Q16. What reports Accounts Departments will generate (minimum 5 reports)
Answer:  

Following reports generated by Accounts Department:

1. Loan Disbursement Report: 
This report shows list of loans disbursed, with employee details, amount, and disbursement date.

2. Loan Repayment Schedule Report
This report includes Monthly EMI details, due dates, and remaining balance for each active loan.

3. Salary Deduction Report:
This report helps to track monthly loan deductions from employees’ salaries, mapped to each employee and loan ID.

4. Rejected Loan Report:
This report gives details of rejected loan applications with reasons for rejection and department remarks.

5. Outstanding Loan Summary Report:
This report provides overview of total outstanding loan amounts, overdue EMIs, and defaulter list if any.

These reports help Accounts ensure financial tracking, compliance, and recovery processes run smoothly.











Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? 
Answer: 
Email Communication:
Subject: Loan Application Status – Emp 002, XYZ
Dear XYZ, 
We hope you are doing well.
This is to inform you that your loan application dated 25/07/2025 has been reviewed. After careful evaluation in coordination with the Accounts department, we regret to inform you that your request has been declined.
Reason for Rejection: “Loan amount exceeds eligibility limit” or “Incomplete documentation.”
You may contact the HR or Accounts team for further clarification or to explore possibilities of reapplying, if applicable.
We appreciate your understanding.
Regards,
HR Manager 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:

Email Communication:
Subject: Loan Application Approved – Emp 005, ABC
Dear ABC, 
We are pleased to inform you that your loan application submitted on 28/07/2025 has been approved after review by the HR and Accounts departments.
Please find the following details for your reference:
· Approved Loan Amount: Rs. 10 lakhs
· Loan Terms & Conditions: [Attached/Link to document]
· Repayment Schedule: [Attached/Link to schedule]
· EMI Start Date: Next month of disbursement
· EMI Deduction Mode: Automatic deduction from monthly salary
We request you to kindly review the terms and repayment schedule, and confirm your acceptance by replying to this mail or signing the attached agreement.
Feel free to contact us in case of any queries.
Regards,
HR Manager 
HR Department
TTS Company









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

 Loan Applications Received – Report
Department: Accounts
Report Name: Loan Applications Received
Reporting Period: 01 June 2025 – 30 June 2025
Prepared By: Accounts Team
Date of Report: 30 June 2025

	Application ID
	Employee Name
	Employee ID
	Department
	Loan Amount (₹)
	Application Date
	Status
	Reviewed Date
	Remarks

	LA-2025-001
	Rajesh Kumar
	EMP1023
	IT
	1,50,000
	02-Jun-2025
	Approved
	05-Jun-2025
	Sent for EMI processing

	LA-2025-002
	Priya Nair
	EMP1089
	HR
	80,000
	04-Jun-2025
	Rejected
	06-Jun-2025
	Exceeds eligibility limit

	LA-2025-003
	Anil Mehta
	EMP1054
	Finance
	1,20,000
	07-Jun-2025
	Approved
	09-Jun-2025
	Terms sent for acceptance

	LA-2025-004
	Swati Sharma
	EMP1101
	Admin
	50,000
	12-Jun-2025
	Pending Review
	 -----
	Awaiting HR recommendation

	LA-2025-005
	Ravi Menon
	EMP1125
	Marketing
	90,000
	14-Jun-2025
	Rejected
	16-Jun-2025
	Incomplete documents









Q20. Which reporting Tools we will use for generating reports. 
Answer:
Common Reporting Tools used for generating reports which are popular and widely used reporting tools in organizations to generate, visualize, and share reports:
1. Microsoft Excel
· Easy to use, flexible
· Good for tabular and summary reports
· Common in most organizations

2. Microsoft Power BI
· Powerful data visualization tool
· Connects to multiple data sources
· Used for dashboards and interactive reports

 3. Tableau
· Visual analytics platform
· Ideal for creating dynamic and interactive dashboards
· Suitable for large datasets

 4. Crystal Reports (SAP)
· Strong in formatted business reports
· Often used in enterprise environments
· Integrates well with SAP systems

5. Google Data Studio (Now Looker Studio)
· Free and cloud-based
· Great for real-time reports
· Works well with Google Sheets, Big Query, etc.

These tools are chosen based on project size, data complexity, and user needs. For internal business reports like loan tracking, Power BI, Excel, or Crystal Reports are commonly used.

