4CAPSTONE PROJECT 3.2
Q1. What is the difference between Brainstorming and JAD Sessions? 
A1. Below is the difference between Brainstorming and JAD Sessions: -  
	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Definition
	A creative technique used to generate many ideas quickly.
	A structured workshop that gathers stakeholders, users, and developers to define requirements.

	Purpose
	Idea generation and problem-solving.
	Requirement gathering and consensus-building.

	Participants
	Usually involves a small group of people with diverse ideas.
	Involves stakeholders like business users, developers, analysts, and facilitators.

	Structure
	Informal, free-flowing discussion.
	Formal, planned, and guided by a facilitator.

	Output
	A wide list of possible ideas or solutions.
	Clear, detailed, and agreed-upon system requirements.



Q 2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify?
A2. Document Analysis is a key technique used by Business Analysts to study existing project documents like BRD, SRS, user manuals, process flows, and reports. It helps us understand how the system currently works before we talk to stakeholders, instead of asking everything from stakeholders, we can get basic information from existing documents by reading old requirement files (BD, SRS), user manuals, reports, or process diagrams
1. Saves Time – We don’t have to start from zero; we get a base understanding from existing documents.
2. Identifies Gaps & Improvements:
Helps in identifying missing functionalities, outdated processes, and areas of improvement.
3. Reduces Errors – Ensures we don’t miss any important business rules or technical details.
4. Gives Clear Understanding – We learn how things are working now and what changes are needed.


Q3. In Which Context we will use Reverse Engineering? 
A3. Reverse engineering is used when there is no documentation, and we need to study the existing system directly to understand how it works.
Reverse Engineering is used when there is no proper documentation available for an existing system, or when the original team is no longer available. It helps Business Analysts understand how the current system works by analysing the existing software, code, screens, or database.
Contexts Where We Use It:
1. Legacy Systems – When working on old systems that don’t have updated documents.
2. System Migration or Upgradation – When we’re moving from an old system to a new one and need to understand the current logic.
3. Maintenance Projects – When we need to fix or enhance features in a system that’s not well documented.

Types of Reverse Engineering:
1. White Box Reverse Engineering:
· We have access to the source code.
· We study the internal logic, structure, and flow of the system.
(Used by developers and technical BAs.)

2. Black Box Reverse Engineering:
· We do not have access to source code.
· We study the system’s external behaviour by using the UI, inputs, and outputs.
(Used by BAs and testers.)0







Q4. What is the Difference Between Brainstorming and Focus Groups? – (3 Marks)
A4. The Difference Between Brainstorming and Focus Groups are: - 
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate creative ideas or solutions quickly.
	To gather opinions, perceptions, or feedback on a product, feature, or idea.

	Participants
	Usually internal team members like BAs, designers, or developers.
	Usually end-users or target customers from outside the team.

	Nature
	Free-flowing and idea-focused.
	Discussion-based and opinion-focused.

	Goal
	To collect many possible ideas in a short time.
	To understand user needs, expectations, or satisfaction.

	Facilitation
	Less formal, anyone can speak freely.
	More structured with a moderator guiding the discussion.



Q5. Observation Technique – Explain both Active and Passive approaches?
A5. Observation is a technique used by Business Analysts to understand how users actually perform their tasks in the real environment. It helps uncover hidden requirements, real pain points, or workarounds that users may not mention in interviews.
Two Types of Observation:
1. Active Observation:
· The BA directly interacts with the user during the task.
· The BA may ask questions while watching the user work.
· Helps in understanding why the user is doing something a certain way.
Example:
A BA sits next to a loan officer and asks questions while the officer processes a home loan application.
2. Passive Observation:
· The BA silently observes the user without interrupting.
· Focus is only on watching and taking notes.
· Best for capturing natural behaviour without influencing the user.
Q6. How do you conduct the Requirements Workshop?
A6. A Requirements Workshop is a structured meeting where stakeholders come together to define, discuss, and finalize project requirements. As a Business Analyst, I follow these steps to conduct an effective workshop:
1. Planning the Workshop
· Identify the goal of the session (gather functional requirements for a loan module).
· Select the right participants – business users, SMEs, developers, testers, etc.
· Prepare the agenda, documents, and tools (like process flows, existing BRD).

2. Facilitating the Workshop
· Start with a clear introduction and objectives.
· Use techniques like brainstorming, use case walkthroughs, or mock-ups to gather input.
· Encourage everyone to participate and ensure all viewpoints are heard.
· Document all key points, decisions, and requirements.

3. After the Workshop
· Share minutes of the meeting or summary notes with all participants.
· Validate the gathered requirements through review or follow-up sessions.
· Update the BRD or SRS based on the final outcomes.


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?
A7. A BA uses interviews to collect detailed information directly from stakeholders. 
 A Business Analyst uses the interview technique when:
· One-on-one interaction is needed with key stakeholders, SMEs, or end users.
· The goal is to gather detailed, in-depth information about business needs, current processes, or system expectations.
· Useful in both initial requirements gathering and validating requirements stages.

There are two types: structured interviews with predefined questions and unstructured interviews that are open and conversational. 
 2. Approaches to Conducting Interviews:
 a. Structured Interview:
· Predefined set of questions asked in a specific order.
· Helps maintain focus and consistency.
· Best for factual data collection.
b. Unstructured Interview:
· Open conversation, no fixed set of questions.
· Helps explore areas in more detail, good for gathering insights and opinions.
· More flexible and natural.

We also use open-ended questions to explore detailed answers and closed-ended questions to get specific facts."

3. Open-Ended vs. Closed-Ended Questions:
	Type of Question
	Explanation
	Example (Loan Process)

	Open-Ended Question
	Encourages detailed, descriptive answers. Starts with "What", "How".
	"How do you handle a rejected loan application?"

	Closed-Ended Question
	Can be answered in one word or a few words. Yes/No, multiple choice.
	"Do you verify income proof manually? (Yes/No)"





Q8. Questionnaire Technique – Where we will use? Give one example
A8. The Questionnaire Technique is used when a Business Analyst needs to collect information from a large group of people, especially when:
· Time or location limits make face-to-face interviews or workshops difficult.
· Quick, standardized data collection is required.
· We want to gather opinions, preferences, or feedback from users or stakeholders.
· Useful in early stages for requirement gathering, or later stages for feedback and validation.

Where/when Is It Best Used?
· In large organizations with multiple departments.
· For surveying end-users or customers across locations.
· When needing quantitative or qualitative data from many people at once.

Example (Loan System):
A BA is working on improving the loan application portal. To understand user pain points, they send a questionnaire to 500 recent loan applicants, asking questions like:
· "How easy was the loan application process?" (Rating: 1–5)
· "What challenges did you face while uploading documents?"
· "Would you recommend this platform to others?" (Yes/No)

This data helps the BA identify common issues and prioritize improvements.

Q9. How to Sort the Requirements – Where we will use? Give one example 
A9. Sorting requirements means organizing and categorizing the collected requirements so they are easy to manage, understand, and analyse. This is usually done during the Requirements Analysis phase.
Where We Use It:
· In early stages of the project to bring clarity
· When we have many requirements from different stakeholders
· While preparing BRD, SRS, or during release planning

 How to Sort:
1. By Priority – Must Have, Should Have, Could Have, Won’t Have (MoSCoW)
2. By Type – Functional, Non-Functional, Technical
3. By Module – Login, Loan Processing, Repayment, Reports
4. By Stakeholder Need – HR, Accounts, Employee, Management

Example (Loan Management System):
In the Loan Management project, after gathering requirements, I sorted them like this:
	Category
	Requirements

	Functional
	Apply for loan, Upload documents, EMI calculator

	Non-Functional
	System should respond in <2 seconds

	Technical
	Integrate with payroll system



This made it easier to discuss and prioritize requirements with each department.





Q10. Prioritise the Requirements – –Where we will use? Give one example 
A10. BA Prioritize requirements to help stakeholders focus on delivering the most valuable features first. Requirement prioritization is used during the requirements analysis and planning phase, especially when:
· There are many requirements but limited time, budget, or resources.
· You’re working in Agile or iterative environments, where features are delivered in phases (sprints/releases).
· The team needs to decide what to build first to maximize business value.
It helps in focusing on what matters most to the business and users.
Common techniques include:
· MoSCoW (Must, Should, Could, Won’t)
· Business Value vs Effort (High/Medium/Low)
· Kano Model (Basic needs, performance needs)
· 100 Dollar Voting (Stakeholders assign priority using budget-like points)
· Example (Loan Application System):
In a digital loan application project, we received 30+ requirements from users, managers, and compliance teams.
I prioritized them using the Business Value vs Complexity Matrix:
· High Priority:
· Loan eligibility check
· EMI calculation
· Document upload feature
· Medium Priority:
· Real-time status tracking
· Auto email notifications
· Low Priority:
· Chatbot for loan FAQs
· Visual loan comparison chart
This helped the team deliver the most valuable features first, and plan others for later sprints.



Q11. Weekly status reporting – How we will drive? 5 Marks
A11. Weekly status reporting is a regular practice used by Business Analysts and project teams to communicate project progress, highlight any risks or issues, and keep stakeholders informed about the current status of deliverables and timelines.
Weekly Status Reporting (Step-by-Step):
1. Gather Updates from the Team
· Collect progress on tasks from developers, testers, and other team members.
· Note completed work, ongoing activities, and blockers.
2. Compare Against the Plan
· Check what was planned for the week vs. what was achieved.
· Identify any deviations from the project timeline or scope.
3. Prepare the Report Format
Typical sections include:
· Summary of work done
· Work in progress
· Upcoming tasks
· Risks/issues (with mitigation steps)
· Dependencies
· Overall status (Red/Amber/Green)
4. Share the Report
· Share with project manager, stakeholders, and team members via email or project management tools (like Jira, Confluence, MS Teams, etc.).
5. Conduct a Status Meeting (if needed)
· Walk through the report, discuss blockers, realign priorities, and agree on next steps.

· Example (Loan Processing Project):
In a weekly status report for a loan automation project:
·  Completed: Loan eligibility logic, document upload module
·  In Progress: EMI calculator testing
·  Issue: Delay in integration with bank API
·  Next Week: Finalize UI design and user testing
·  Status: Amber (due to external dependency delay)


Q12. Meeting Minutes Document – prepare one Sample -5 Marks
A12. MOM (Minutes of Meeting) is a written record of everything discussed and decided during a meeting. It helps all participants recall what was said, track decisions, and follow up on action items. It's a document that captures what was discussed, decided, and assigned during a meeting. It helps ensure all stakeholders stay aligned and tasks are properly tracked." It is usually prepared by the Business Analyst or meeting organizer. 

· Sample Meeting Minutes Document
Context: Loan Management System Requirements Gathering Meeting
Meeting Minutes Document
Project Name: Digital Loan Management System
Meeting Title: Requirements Gathering – Loan Application Process
Date: 15th July 2025
Time: 10:00 AM – 11:30 AM
Location: Zoom / Conference Room A
Facilitator: Suman Samaiya (Business Analyst)

Attendees:
· Mr. Ravi Kumar – Loan Operations Head
· Ms. Priya Shah – IT Manager
· Mr. Arjun Mehta – Developer
· Ms. Nisha Verma – QA Lead
· Suman Samaiya – Business Analyst

Agenda:
· Understand the current manual loan application process
· Identify key pain points
· Gather high-level functional requirements for automation

Discussion Summary:
1. Current Process Overview
· Loan officers manually collect customer documents and verify eligibility using Excel sheets.
· Average processing time: 3–5 days.
2. Pain Points Identified
· Repetitive data entry.
· Lack of real-time application status tracking.
· High chances of document loss or errors.
3. Functional Requirements Captured
· Online application form with document upload
· Automated eligibility checker
· Status tracking for customers and staff
· Notification system (email/SMS) for application updates
4. Non-Functional Requirements Mentioned
· System must support 100+ concurrent users
· Must be mobile-friendly
· Secure data storage and encrypted file uploads

Action Items:
	Task
	Owner
	Due Date

	Share process flow of current system
	Mr. Ravi Kumar
	17th July 2025

	Draft high-level BRD
	Suman Samaiya
	19th July 2025

	Define tech feasibility for eligibility check
	Ms. Priya Shah
	20th July 2025



✅ Next Meeting:
Date: 22nd July 2025
Agenda: Review Draft BRD and confirm initial scope

👤 Prepared By:
Name: Suman Samaiya
Designation: Business Analyst
Date: 15th July 2025






Q13. Change Tracker – Document - – prepare one Sample.
A13. A Change Tracker is a document used by Business Analysts to track changes made to requirements, documents, or features during the project lifecycle. It helps maintain transparency, avoid confusion, and ensure all changes are approved, documented, and communicated. It is used to track, manage, and control changes to project requirements or scope during the project lifecycle.
Main Purposes:
1. Maintain Traceability
· Keeps a clear record of what changed, when, why, and by whom.
2. Ensure Stakeholder Alignment
· Helps all stakeholders stay informed and aligned on approved or pending changes.
3. Assess Impact Early
· Allows the team to analyse the impact of each change on timeline, cost, and resources before approval.
4. Support Better Decision-Making
· Helps the project manager and product owner decide whether to accept or defer a change.
5. Avoid Confusion & Scope Creep
· Prevents uncontrolled changes and maintains control over project scope.

· Sample Change Tracker Document
Project Name: Loan Management System
Document Name: Change Tracker
Prepared By: Suman Samaiya (BA)
Date: 15th July 2025
	Change ID
	Date
	Requested By
	Change Description
	Impact
	Status
	Approved By

	CHG-001
	10-Jul-2025
	Loan Ops Head
	Add “Co-Applicant” option in loan application form
	Medium – UI & DB change
	Approved
	Project Manager

	CHG-002
	12-Jul-2025
	Compliance Team
	Include PAN and Aadhaar validation before form submission
	High – Dev + Testing
	In Progress
	Product Owner

	CHG-003
	14-Jul-2025
	Customer Support
	Add help tooltip for document upload errors
	Low – UI only
	Pending Review
	BA Team Lead





Q14. Difference between Traditional Development Model and Agile Development Models?
A14.  Traditional Development Model (also called Waterfall):
A linear and sequential approach where each phase (Requirement → Design → Development → Testing → Deployment) is completed one after the other.
Agile Development Model:
An iterative and incremental approach where the project is divided into small cycles (sprints), and working software is delivered at the end of each cycle with continuous feedback.
Difference between Traditional Development Model and Agile Development Models are below: - 
Difference Table:
	Aspect
	Traditional Model (Waterfall)
	Agile Development Model

	Approach
	Linear and sequential
	Iterative and incremental

	Flexibility
	Rigid – changes are difficult after requirement phase
	Highly flexible – changes welcomed even late in development

	Requirements
	Must be clearly defined at the beginning
	Can evolve and change throughout the project

	Customer Involvement
	Involved mostly at the beginning and end
	Involved continuously throughout the project

	Delivery
	Final product delivered at the end
	Working product delivered in every sprint/iteration

	Risk Management
	Risks are identified late in the cycle
	Early identification and continuous risk handling

	Feedback
	Late feedback – after complete build
	Early and regular feedback in every sprint

	Best Suited For
	Projects with fixed scope and stable requirements
	Projects with evolving requirements or where quick delivery is needed




Q15. Brainstorming Technique – Where to Use It? 
A15. Brainstorming is a creative technique used by Business Analysts to generate ideas, solutions, or options by encouraging free thinking and open discussion within a group. The focus is on quantity over quality at first—refinement comes later. It involves bringing together stakeholders like business users, developers, and SMEs in a session where everyone shares ideas freely—without judgment. The goal is to generate a wide range of possible solutions or features, which we later evaluate based on feasibility and business value.
We Use Brainstorming:
· During requirement elicitation to come up with potential solutions, features, or business needs
· While designing new systems or improving existing processes
· For solving complex problems or gathering stakeholder expectations
· In the early stages of the project or during solution design

Steps in Brainstorming:
1. Define the goal/problem clearly
(“How can we reduce loan processing time?”)
2. Form a group – stakeholders, users, SMEs, developers
3. Set rules – No judgment, all ideas welcome
4. Note all ideas – Use whiteboards, sticky notes, digital tools
5. Shortlist and evaluate ideas later based on feasibility and value

· Example (Loan System Project):
In a loan automation project, I conducted a brainstorming session with the loan officers and developers to find ways to improve the document submission process. Ideas included:
· Auto-fill forms using Aadhaar
· WhatsApp-based document reminders
· Upload status tracker for users
These ideas were then analysed for feasibility, and two were selected for development.

Q16. What reports Accounts Departments will generate (minimum 5 reports)
A16. The Accounts Department plays a key role in tracking, managing, and auditing employee loan data. To ensure transparency, compliance, and financial planning, they will generate the following reports:
1. Loan Eligibility Report
· Purpose:
Displays a list of employees who are eligible or ineligible for loans, based on predefined criteria like salary, tenure, and past loan history. Useful for HR and Finance to proactively inform employees.
· Employee Name/ID
· Department 
· Designation
· Date of Joining
· Current Salary
· Loan Eligibility Status – Yes/No
· Eligibility Reason/Comments
· Eligibility Checked On

2. Loan Disbursement Report
· Purpose: Tracks all loans that have been approved and disbursed.
· Details Include:
· Employee ID & Name
· Loan amount
· Date of disbursement
· Department
· Mode of disbursement (Bank transfer, etc.)
 
3. Rejected Loan Applications Report
· Purpose: Tracks all loans that were rejected along with reasons.
· Details Include:
· Employee Name/ID
· Date of application
· Rejection reason
· Approver (HR or Accounts)
· Any comments or follow-up required




4. EMI Deduction Report (Salary Recovery Report)
· Purpose: Displays monthly EMI amounts deducted from each employee's salary.
· Details Include:
· Month and year
· Employee ID
· EMI amount
· Remaining loan balance
· Deduction status (Success/Failure)

5. Pending EMI/Default Report
· Purpose: Highlights employees who missed one or more EMI payments.
· Details Include:
· Employee Name/ID
· Loan ID
· Missed EMI count
· Outstanding amount
· Follow-up status
 

6. Loan Summary Report
· Purpose: Gives an overview of all loan activity across the organization.
· Details Include:
· Total number of loans issued
· Total amount disbursed
· Total recovered
· Total outstanding
· Department-wise distribution

7. Early Loan Closure Request Report
· Tracks requests where employees want to pre-close their loan before the full tenure.
· Shows closure charges, interest calculations, and approval status.

8. Loan Type Report (If Multiple Loan Types Are Offered)
· Breaks down loans by type: Personal Loan, Medical Emergency Loan, Education Loan, etc.
· Helps management understand where most loans are being utilized.
Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? 

A17. Structure of the Rejection Email from HR:

Subject: Loan Application Status – [Your Loan Application ID]
Dear [Employee Name],
We hope you are doing well.
This is to inform you that your loan application submitted on [Date] for the amount of ₹[Amount] has been reviewed by the concerned departments.
After careful consideration, we regret to inform you that your loan request has been rejected due to the following reason(s):
➡ Reason for Rejection:
Not meeting the minimum eligibility criteria / Salary threshold not met / Incomplete documentation / Loan limit exceeded
We understand that this may be disappointing. You may consider reapplying once the eligibility conditions are met, or feel free to contact the HR or Accounts team for further clarification.
Should you have any questions, please don’t hesitate to reach out to us.
Regards,
[HR Executive 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? 
A18. To officially notify the employee that their loan request has been approved, along with details such as the approved amount, terms and conditions, and next steps.
Structure of the Approval Email from HR:
Subject: ✅ Loan Application Approved – [Your Loan Application ID]
Dear [Employee Name],
We are pleased to inform you that your loan application dated [Date] for the amount of ₹ [Requested Amount] has been approved by the HR and Accounts departments.
Below are the key details of your approved loan:
 Loan Details:
· Approved Amount: ₹ [Approved Amount]
· Interest Rate: [6% per annum]
· Loan Tenure: [ 24 months]
· Monthly EMI: ₹ [EMI Amount]
· EMI Deduction Start Date: [Start Date]
 Terms and Conditions:
· Repayment will be automatically deducted from your salary
· In case of resignation/termination, the remaining amount will be recovered as per company policy
· You are required to accept the attached loan terms agreement to proceed
Next Steps:
Kindly review the attached Loan Agreement, and confirm your acceptance by replying to this email or submitting the signed document by [Due Date].
Should you have any questions or require clarification, please reach out to the HR department.
Regards,
[HR Executive Name]
HR Department
TTS Company
Q19. Design a sample report on the Loans applications Received by the accounts department?
A19. 
Loan Applications Received Report – Accounts Department
Project: Employee Loan Management System
Prepared For: Accounts Department
Reporting Period: 01 July 2025 – 15 July 2025
Prepared By: Suman Samaiya (Business Analyst)

Report Format:
	S. No.
	Application ID
	Employee Name / ID
	Department
	Date of Application
	Requested Amount (₹)
	Status
	Reviewed By
	Approval/Rejection Date
	Remarks

	1
	LA-00125
	Rahul Sharma / E123
	Sales
	01-Jul-2025
	1,00,000
	Approved
	Rajiv (Accounts)
	03-Jul-2025
	–

	2
	LA-00126
	Meera Iyer / E102
	IT
	02-Jul-2025
	75,000
	Rejected
	Sneha (Accounts)
	04-Jul-2025
	Incomplete docs

	3
	LA-00127
	Aamir Khan / E156
	HR
	03-Jul-2025
	50,000
	Approved
	Rajiv (Accounts)
	05-Jul-2025
	–

	4
	LA-00128
	Priya Das / E110
	Finance
	05-Jul-2025
	1,20,000
	Pending
	–
	–
	Awaiting HR review

	5
	LA-00129
	Kunal Mehta / E167
	Admin
	07-Jul-2025
	90,000
	Approved
	Sneha (Accounts)
	09-Jul-2025
	–


Summary:
· Total Applications Received: 5
· Approved: 3
· Rejected: 1
· Pending: 1
· Total Requested Amount: ₹4,35,000
· Total Approved Amount: ₹2,40,000 (for 3 approved loans)

Q20. Which Reporting Tools We Will Use for Generating Reports?
A20. Reporting tools are used in the Employee Loan Management System to generate accurate, real-time, and user-friendly reports for HR, Accounts, and Management to monitor loan activities, EMIs, disbursements, and defaults.

Common Reporting Tools Used:
	Tool
	Purpose / Use Case

	Microsoft Excel
	For basic reports like EMI deduction sheets, loan summaries, and data filtering.

	Power BI
	For interactive dashboards showing trends like disbursement over time, default rates.

	Tableau
	To build graphical reports and visual analytics on loan usage, approvals, and risk.

	SSRS (SQL Server Reporting Services)
	To generate real-time, scheduled reports directly from the system database.



Example in Loan System Context:
· Excel: Used for preparing printable EMI recovery reports and summary sheets.
· Power BI: Used for dashboards like department-wise loan distribution or EMI default trends.
· SSRS: Used for auto-generated monthly reports (e.g., EMI Deduction, Loan Closure Reports).

