Doc1- Business case document
1) Why is this project initiated?
· Timesheet completeness percentage needs to be 100% as it forms the basis for KPI analysis.
· The Time Align system was initiated to address significant inefficiencies and risks in the current manual, siloed process used for monitoring timesheet submissions.
· Current manual timesheet tracking system leads to Delays in action,lack of transperancy, poor usage experience and thus reduced timesheet completeness percentage.

2) What are the current problems?
· Access Restriction-Only the Business Operations Team can view timesheet completeness data and Data is manually pulled from an internal portal, exported into Excel.

· Data Extraction- Data is manually pulled from an internal portal, exported into Excel.

· Distribution-The summary report is manually emailed to team managers weekly or monthly by business op. team.

· Reminders-Individual manual email reminders are sent to employees by operations staff.

· No formal system — escalations are inconsistent or late.

· No real-time insights, trends, or dashboards exist.


3) With this project, how many problems could be solved?

· Manual data pulling-Automated data fetching & real-time dashboards
· Manual Excel summaries for managers through Live dashboards with drill-down views by team/employee
· Manual reminder emails -Automated, scheduled reminders via email, Slack, SMS also Real-time notifications when timesheets are due.
· Delayed escalations-Auto-escalation based on policy rules
· High manual workload-Workload reduced significantly through automation
· Visual reporting on compliance rates, defaulters, trends by week/team and also audit logs and submission history increase transparency.

4) What are the resources required?

· A Business Analyst to gather and define requirements (myself).
· Data Science/Data Analyst Team to build and train the predictive model.
· Software Developers to integrate the model into the existing system.
· QA professionals to test the solution for functionality and accuracy.
· UI/UX developers to build the front end functionality.
· A Project Manager to coordinate the team and timelines.

5) How much organizational change is required to adopt this technology?
· A moderate level of change will be required across the organization.
· Basic training sessions for users to adapt to the new system .
· Standard operating procedures will need to be updated to include the new process flow.

6) Time frame to recover ROI (Return on Investment)?

· ROI (Return on Investment) is a measure of the financial gain expected from a project relative to its cost.
· The total estimated investment for this project is approximately ₹20 Lakhs INR.
· Based on these estimates, the project is expected to recover its investment within 6 to 8 months after deployment through-Significant reduction in manual effort, accurate billing,reduced administration cost.

7) How to identify stakeholders?
· Begin by reviewing the current timesheet tracking and compliance workflow, identifying all departments and roles involved in data entry, follow-up, approvals, and reporting.
· Engage with the Business Operations Team Head and Senior Management to understand the business need for automation and secure executive sponsorship.
· Include employees, team leads, and project managers who are the end users responsible for submitting timesheets and tracking their teams' compliance.
· Consult with HR and Finance teams, who rely on timesheet data for compliance reporting, payroll, and billing accuracy.
· Work with the IT and development teams (Java devs, DB admin, network admin) who will build, deploy, and support the system, ensuring scalability and security.
· Use stakeholder identification techniques such as interviews, focus groups, organizational charts, and tools like a RACI matrix to identify, classify, and manage stakeholder engagement throughout the project lifecycle.

Doc 2-BA Strategy
· What elicitation Technique to Use?
· Understand and gather clear, complete, and validated business requirements for the predictive model.
· Review the Change Request (CR) and existing system documents
· Understand the scope of enhancement and what business problem the model is solving

Interviews
· One-on-one discussions with HR, Business Ops team, and Project Managers
· Helped understand the current manual process and pain points

Focus Group Sessions
· Conducted with employee representatives and team leads.
· Gathered collective input on desired features, usability, and notification preferences.

Observation
· Monitored how the Business Ops team currently extracts, summarizes, and communicates timesheet data
· Helped understand inefficiencies and manual effort involved.

Document Analysis
· Reviewed existing timesheet reports, Excel summaries, and escalation emails.


· How to do Stakeholder Analysis?

· Identify, classify, and manage stakeholders to ensure collaboration
· Use of RACI matrix for stakeholder analysis
· RACI Matrix (Responsible, Accountable, Consulted, Informed) – defines stakeholder involvement in each task. For example:




	Activity
	BA
	PM
	HR Team
 
	Business
Operations team
	Dev
	QA

	Requirement Gathering
	R
	A
	C
	C
	I
	I

	Documentation (BRD, FRS)
	R
	A
	C
	C
	I
	I

	Requirements Review & Sign-off
	R
	A
	I
	I
	I
	I

	Data Requirement Analysis
	C
	I
	I
	R
	I
	I

	Model Development
	I
	I
	I
	R
	C
	I

	Integration & Development
	I
	A
	I
	C
	R
	C

	Testing & Defect Mangement
	I
	A
	I
	I
	C
	R

	UAT & Client Sign-off
	R
	A
	C
	I
	I
	C

	Compliance Review
	I
	I
	I
	I
	I
	I

	Change Request Handling
	R
	A
	C
	C
	I
	I



· ILS (Influence-Level-Support) – assesses power, influence, and attitude towards the project.

· What documents to write?
· Business Requirements Document (BRD) – High-level business needs and goals.
· Functional Requirements Specification (FRS) – Detailed functions the system must           support.
· Data Requirements Document – Input data fields, validation rules, data sources for the model.
· System Requirements Specification (SRS) – Integration-level technical descriptions (in coordination with architects).
· Process Flow Diagrams – Show how timesheet tracking conducted through the new system.
· Use Case and User Stories – For QA and development clarity.

· What process to follow to Sign off on the Documents?
· Steps:
· Send the finalized draft to stakeholders via email.
· Walk through the document in a scheduled review meeting.
· Capture comments and revise the document as needed.
· Share final version via official project document repository (e.g., SharePoint, Confluence).
· Get sign-off through email or digitally signed PDF.
· Maintain a sign-off tracker with version, approver name, date, and comments

· How to take Approvals from the Client?
Steps:
· Submit BRD/FRS to client stakeholders.
· Schedule a formal review and approval meeting (virtual/in-person).
· Present the document and collect feedback.
· Incorporate revisions and request formal written/email approval.
· Keep signed documents archived and share them with the PMO.

· What Communication Channels to establish n implement?
Channels to Establish:
· Email – Formal communication, sign-offs, alerts.
· MS Teams  – Day-to-day communication.
· JIRA / Confluence – Requirement tracking, documentation sharing.
· Weekly Status Calls – With stakeholders, project team, and client.
Implementation:
· Set clear expectations in a Communication Plan document.
· Define escalation matrix (who to contact for what and when).
· Use shared dashboards for project progress (via Excel, JIRA, or project tools).


· How to Handle Change Requests?
Steps to Handle CRs:
· Log CR in the Change Request Tracker.
· Analyze the impact (time, cost, scope, quality).
· Discuss with stakeholders and document the updated requirements.
· Present CR to the client sponsor.
· Once approved, update the BRD/FRS and version it.
· Get sign-off on the revised documents.

· How to update the progress of the project to the Stakeholders?
Methods:
· Weekly Progress Reports (Email/Deck) – Summary of completed tasks, upcoming activities, issues/risks.
· Monthly Review Meetings – Detailed walkthrough of project milestones.
· Progress Dashboards – Visual status updates (Gantt charts, burn-down charts).
· Use status indicators like RAG (Red-Amber-Green) for visibility.

· How to take signoff on the UAT- Client Project Acceptance Form?
Steps for UAT Closure:
· Prepare a UAT Plan with test scenarios and entry/exit criteria.
· Share test cases with client for approval.
· Coordinate UAT execution and track defects.
· Get confirmation that all critical and major defects are closed.
· Prepare and circulate a Client Project Acceptance Form / UAT Sign-off Form.
· Collect client sign-off with date, names, and comments if any.
· Archive the signed form for audit and closure documentation

DOC 3-Functional Requirement Specification Document

Project Information :
	Project name
	TimeAlign

	Customer name
	Atos

	Project Version
	2.0

	Project Sponsor
	Mr. M.S. Deshmukh (Head of Risk and Compliance)

	Project Manager
	Mr. Arnav S

	Project Initiation date
	5th July, 2025



Functional Requirement Specifications:
	Requirement id
	Requirement Name
	Functional Req. Description
	Priority

	FR-001
	Automated Reminders
	The system shall automatically send reminders to employees who have not submitted timesheets.
	9

	FR-002
	Escalation Notifications
	The system shall escalate non-submission to the reporting manager after a defined timeframe.
	8

	FR-003
	Manager Dashboard
	Managers shall be able to view real-time submission status of their team members.
	9

	FR-004
	Role-Based Access 
	HR/Admins shall be able to monitor organization-wide compliance and generate reports.
	8

	FR-005
	Timesheet Data Export
	The system shall enforce access restrictions based on user roles (Employee, Manager, HR).
	6

	FR-006
	Mobile Responsiveness
	The system shall be responsive and usable on both desktop and mobile browsers.
	4

	FR-007
	Audit Log Generation
	The system shall record user actions such as submissions, logins, and escalations.
	6

	FR-008
	Integration with HRMS
	The system shall integrate with the HRMS to fetch employee details and reporting hierarchy.
	9

	FR-009
	Predictive Compliance Engine
	The system may analyze past submission patterns to predict likely defaulters.
	2





Doc4 Requirement Traceability Matrix
	Requirement id
	Requirement Name
	Functional Req. Description
	Design
	D
1
	T
1
	D
2
	T
2
	UAT

	FR-001
	Automated Reminders
	The system shall automatically send reminders to employees who have not submitted timesheets.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-002
	Escalation Notifications
	The system shall escalate non-submission to the reporting manager after a defined timeframe.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-003
	Manager Dashboard
	Managers shall be able to view real-time submission status of their team members.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-004
	Role-Based Access 
	HR/Admins shall be able to monitor organization-wide compliance and generate reports.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-005
	Timesheet Data Export
	The system shall enforce access restrictions based on user roles (Employee, Manager, HR).
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-006
	Mobile Responsiveness
	The system shall be responsive and usable on both desktop and mobile browsers.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-007
	Audit Log Generation
	The system shall record user actions such as submissions, logins, and escalations.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-008
	Integration with HRMS
	The system shall integrate with the HRMS to fetch employee details and reporting hierarchy.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending

	FR-009
	Predictive Compliance Engine
	The system may analyze past submission patterns to predict likely defaulters.
	Completed
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	P
E
N
D
I
N
G
	Pending
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	Activity / Role
	Project Manager
	System Architect
	Development Lead
	UX Lead
	QA Lead
	Content Lead

	BRD Preparation
	A
	C
	R
	C
	C
	R

	Requirement Gathering
	A
	C
	R
	C
	C
	R

	Impact Assessment
	A
	R
	R
	C
	C
	I

	Document Review
	A
	C
	C
	C
	C
	R

	Document Updates
	A
	I
	R
	I
	I
	R

	Final Approval
	A
	I
	I
	I
	I
	I


1)RACI Chart for This Document.
IT side(Project Stakeholder)

Client side [Business Stakeholder]
	Activity / Role
	Project Sponsor
	Business Owner
	Risk Team
	Legal/Compliance
	Operations Head

	Business Input
	I
	A
	R
	C
	C

	Requirements Validation
	I
	A
	R
	C
	C

	Regulatory Compliance
	I
	I
	C
	A
	C

	Document Approval
	A
	A
	C
	I
	I

	Final Sign-Off
	A
	A
	I
	I
	I








4. INTRODUCTION
4.1 Business Goals
Organizational Goals:
The Smart Timesheet Compliance System is initiated to improve timesheet submission compliance across the organization by replacing manual tracking with automated reminders, escalations, and real-time dashboards. The business goal is to reduce administrative effort, enhance submission accuracy, and support timely payroll and billing.

Need:
Currently, the timesheet compliance process is manually managed by the Business Operations team, which involves pulling data from a portal, summarizing it in Excel, and sending updates and reminder emails to managers. This manual approach is time-consuming, error-prone, and lacks real-time visibility. Managers have limited access to live submission status, and reminders are often delayed or inconsistent. As a result, timely timesheet submission suffers, increasing the risk of payroll inaccuracies, billing delays, and overall inefficiency in operations.

4.2 Business Objectives
The objective of this project is to provide an IT solution that enhances the current timesheet compliance process by addressing its limitations and improving overall efficiency. The system aims to:
· Automate reminders and escalation workflows to ensure timely timesheet submission.
· Provide real-time dashboards for HR and managers to monitor compliance.
· Eliminate manual effort in data extraction, compilation, and communication.
· Improve accuracy in payroll and billing by ensuring complete and timely timesheet data.
· Enable role-based access to streamline visibility and accountability across all user levels.
· Lay the groundwork for future integration with predictive analytics and HRMS platforms.


4.3 BusinessRules
· All timesheet and user data must be encrypted at rest and in transit.
· Automated reminders and escalations must be triggered based on predefined timelines.
· Manual override of system-generated status or reports must be justified and audit-logged.
· System must comply with the organization’s internal data protection policies and external compliance standards.
· A data backup must occur daily to prevent loss of critical compliance records.

4.4 Background
The project was initiated in response to inefficiencies in the existing manual timesheet compliance process. The Business Operations team currently extracts submission data from the portal, compiles it in Excel, and manually sends reminders to managers and employees. This results in delays, inconsistent follow-ups, and limited visibility for decision-makers. The proposed enhancement introduces an automated system with scheduled reminders, escalation workflows, and real-time dashboards to improve compliance, accuracy, and operational efficiency. This change request has been raised as part of the organization’s continuous improvement initiative under the Waterfall development model.

4.5 Project Objective
To implement an automated timesheet compliance system that improves submission rates, reduces manual effort, and enhances visibility for HR and management. The solution will include scheduled reminders, escalation workflows, real-time dashboards, and audit logging without altering the core functionality of existing HR or project systems. The system will seamlessly integrate with:
· Existing timesheet submission modules or portals.
· Role-based user access control systems.
· HRMS for employee data and reporting hierarchy.
· Data encryption and audit log retention services.



4.6 Project Scope
4.6.1 In-Scope Functionality
· Automated timesheet reminder notifications via email or internal communication tools.
· Escalation workflow to notify reporting managers on missed submissions.
· Manager and HR dashboards for real-time compliance monitoring.
· Role-based access control for employees, managers, HR, and admin users.
· Audit log tracking for all user activities including submissions, reminders, and overrides.
· Data export options (Excel/PDF) for compliance reporting.
· Integration with HRMS for employee and reporting hierarchy data.
· Timesheet data locking after the submission window closes.
· Daily synchronization of user roles and reporting structure.
· Compliance with internal data protection and retention policies.

4.6.2 Out-of-Scope Functionality
· Development or redesign of the core timesheet entry module or interface.
· Integration with payroll or financial systems for salary processing.
· Mobile application development (a responsive web interface is in scope).
· Predictive analytics or AI-based forecasting of employee behavior (reserved for future phases).

5. Assumptions
· All employees have access to the internet and the company’s internal portal for submitting timesheets.
· HRMS integration will provide accurate and up-to-date employee and reporting hierarchy data.
· Stakeholders (HR, Managers, Ops Team) will be available for timely reviews, feedback, and UAT.
· Required infrastructure, such as servers, user authentication systems, and email/SMS gateways, will be provisioned and maintained by the IT team.
· No major organizational policy changes regarding timesheet frequency or submission rules will occur during the project lifecycle.
· Users will be trained on using the new system before go-live.

6.Contraints
· The project will follow a Waterfall model, requiring all phases (requirements, design, build, test, deploy) to be completed sequentially.
· The system must be implemented within the allocated budget and timeline defined by the project sponsor.
·  Integration is limited to existing HRMS and portal systems; no new platform deployment is allowed.
· Data privacy and security standards (e.g., encryption, access control) must comply with organizational IT policies.
· The solution must operate within the infrastructure capacity provided by the internal IT team (no external hosting).
· Only web-based interfaces are allowed for this phase; mobile app development is out of scope.
·  The system must support the existing user roles and approval hierarchy without changes to current reporting structures.

7. Risk
A comprehensive risk analysis has been conducted to identify and plan for potential issues that may affect the successful completion of this project. Risks are classified based on their nature, with a strategy defined to address each.

	Risk Type
	Description
	Likelihood
	Impact
	Strategy

	Technological
	Integration issues between timesheet system and existing HRMS/portal
	Medium
	High
	Migitate

	
	Infrastructure limitations affecting system performance or email delivery
	Low
	Medium
	Mitigate

	Skills
	Limited internal expertise to maintain automated reminder and escalation logic
	Medium
	Medium
	Mitigate

	
	Dependency on IT for future changes or configuration adjustments
	Medium
	Medium
	Accept

	Political
	Resistance from managers and employees used to manual processes
	Medium
	Medium
	Mitigate

	
	Organizational pushback on automated escalations
	Low 
	Medium
	Transfer

	Business
	Delays in deployment can affect payroll cycle and compliance reporting
	High
	High
	Mitigate

	
	Project cancellation could result in continued inefficiency and compliance gaps
	Medium
	High
	Avoid

	Requirement
	Incomplete understanding of escalation timelines or user roles
	Medium
	High
	Miitgate

	
	Mid-phase changes to requirements (e.g., reminder frequency or roles)
	High
	Medium
	Avoid

	Other Risk
	Data privacy breach in handling timesheet or employee data
	Low
	High
	Avoid

	
	Reminder or escalation logic failure due to incorrect role mapping
	Medium
	High
	Mitigate



8.1 Legacy System (AS-IS)Track the Timesheet Completion Dashboard	
Business Operation team Gathers data 
Send manual reminder mails to defaulting employees/ managers	












Explanation:
In the current process, the Business Operations team is responsible for manually tracking timesheet completion using a dashboard. They regularly pull this data to identify employees or managers who have not submitted their timesheets. Based on this information, they send manual reminder emails to the defaulters. This approach is time-consuming, relies heavily on manual effort, and lacks automation or escalation mechanisms.
AS-IS Process Flow Diagram (Textual Representation):
· Track the Timesheet Completion Dashboard
· Business Operations team gathers the data
· Send manual reminder emails to defaulting employees/managers
· Also, the team processes the data received from dashboard and sends the TS completion report via email across the organization.


Challenges in AS-IS Process:
  Manual Effort: Business Operations team must manually pull data and track defaulting users.
  Time-Consuming: Repeated manual checking and sending emails takes significant time each cycle.
  Error-Prone: Higher risk of overlooking defaulters or sending incorrect reminders.
  Lack of Escalation: No automated escalation mechanism to notify reporting managers or HR for repeated defaulters.
  No Real-Time Alerts: Delayed visibility into compliance status due to lack of automated notifications.
  Limited Visibility: Managers rely on emailed Excel summaries instead of having real-time dashboard access.
  Low Accountability: No audit trail to track if reminders were sent or acknowledged by users.

8.2  Proposed Systems TO-BETimesheet Portal
Provides a dashboard to managers to see real time timesheet completeness percentages
The Portal send automated reminder mails to defaulting employees/ managers	









Explaination:
The proposed “To-Be” process introduces automation and real-time visibility into timesheet compliance. In this improved model, the Timesheet Portal serves as the central system, providing managers with a dashboard that displays real-time data on employee timesheet completion. This eliminates the need for manual tracking. Additionally, the portal is configured to automatically send reminder emails to defaulting employees, thereby reducing manual effort and ensuring timely follow-up. This approach enhances accuracy, accountability, and efficiency across teams.
TO-BE Process Flow Diagram (Textual Representation):
· Timesheet Portal is accessed by system users
· Managers view real-time timesheet completion through an interactive dashboard
· Portal automatically identifies defaulters based on defined rules
· Automated reminder emails are triggered to defaulting employees
· Escalation emails are sent to reporting managers if non-compliance persists
· Audit logs are maintained for all reminders and escalations for transparency and compliance
· Role-based access ensures only authorized users can view and manage data

Improvements Over Legacy Process:
· Automated reminders reduce manual follow-up effort.
· Real-time dashboards give instant visibility to managers.
· Escalation logic ensures timely action on defaults.
· Audit logs enhance compliance and traceability.

9. Business Requirements
This section details the functional and non-functional requirements gathered from stakeholders. These requirements are essential for enhancing the existing timesheet processing system by integrating a predictive model, automating reminders, and improving auditability and compliance.







Functional Requirements:
	Requirement id
	Functional Req. Description
	Priority
	Functional Area

	FR-001
	The system shall automatically send reminders to employees who have not submitted timesheets.
	High
	Notification Management

	FR-002
	The system shall escalate non-submission to the reporting manager after a defined timeframe.
	High
	Escalation Logic

	FR-003
	Managers shall be able to view real-time submission status of their team members.
	High
	Reporting & Analytics

	FR-004
	HR/Admins shall be able to monitor organization-wide compliance and generate reports.
	High
	User Access & Security

	FR-005
	The system shall enforce access restrictions based on user roles (Employee, Manager, HR).
	Medium
	Reporting & Analytics

	FR-006
	The system shall be responsive and usable on both desktop and mobile browsers.
	Low
	User Access & Security

	FR-007
	The system shall record user actions such as submissions, logins, and escalations.
	Medium
	Compliance & Logging

	FR-008
	The system shall integrate with the HRMS to fetch employee details and reporting hierarchy.
	High
	System Integration

	FR-009
	The system may analyze past submission patterns to predict likely defaulters.
	Low
	Analytics & Intelligence








Non Functional Requirements:
	Req ID
	Requirement
	Priority
	Category

	NFR001
	The system must process and display dashboard data for 500+ users within 2 seconds.
	High
	Performance

	NFR002
	The portal must be available 99.5% of the time during business hours (9 AM – 7 PM IST).
	High
	Availability

	NFR003
	All timesheet data must be encrypted at rest and in transit; only authorized roles may access user-level data.
	High
	Data  Security

	NFR004
	The system should support onboarding of new departments or teams without major architectural changes.
	Medium
	Scalability

	NFR005
	Every reminder, escalation, and timesheet status change must be logged with timestamps for 5 years.
	Medium
	Auditability




10) Appendix
10.1 List of Acronyms

	Acronym
	Full Form

	BRD
	Business Requirements Document

	FR
	Functional Requirement

	NFR
	Non-Functional Requirement

	UI
	User Interface

	UAT
	User Acceptance Testing

	RTM
	Requirement Traceability Matrix

	RACI
	Responsible, Accountable, Consulted, Informed



10.2 Glossary of Terms
	S.No
	Term
	Definition

	1
	Predictive Model
	A statistical model used to forecast loan default risk based on input data

	2
	Data at Rest
	Data stored in databases or files when not being transmitted

	4
	Data in Transit
	Data actively moving from one location to another, such as over the internet

	5
	Dashboard
	A user interface showing key analytics like prediction statistics and statuses




10.3. Related Documents

· Business Case Document
· Functional Specifications
· Requirement Traceability Matrix (RTM)













