Capstone Project-Prep 3-Part 2
Answer 1:
	Feature
	Brainstorming 
	JAD Sessions 

	Goal
	Inspire creative ideas and explore multiple possibilities
	Define detailed requirements and get stakeholder consensus

	Participants
	Open to a broad group — often cross-functional or informal
	Includes specific stakeholders, developers, analysts, facilitators

	Structure
	Unstructured or loosely guided to encourage free thinking
	Highly structured with planned agenda, roles, and documentation

	Facilitation
	Light facilitation to prompt creativity
	Led by a trained facilitator to guide requirement gathering

	Output
	A diverse set of ideas or potential solutions
	Clear and documented business and system requirements



Answer 2:
Document Analysis is a technique used by Business Analysts to study and review existing documents to understand a project, system, or business process. It helps gather useful information that’s already written down instead of starting from scratch.
Documents that are analyzed:
· Business plans and strategy docs
· Process flowcharts or SOPs
· Contracts or legal agreements
· Existing system specs or manuals
· Meeting notes or reports
Why is it important?
Understanding Requirements Key documents reveal important details about project scope, objectives, constraints, and stakeholder needs.
Bridges the Gaps Reviewing documents allows the team to spot missing or outdated information, making it easier to ask relevant questions and fill gaps in requirements.
Quality Assurance Documents often include standards and procedures that help ensure deliverables meet expected quality levels.
Supports Planning & Interviews With proper document analysis, Business Analysts are better prepared for stakeholder meetings, leading to more productive discussions.
· Saves time by using already available information
· Helps discover hidden requirements or gaps
· Sets a strong foundation before talking to stakeholders
· Improves the quality and clarity of other techniques like interviews or workshops.
Answer 3: 
Reverse Engineering is the process of analyzing an existing product, system, or software to understand how it works—especially when original documentation isn’t available. Instead of building something from scratch, you’re working backward to reveal its design, functionality, or logic.
There are two categories of Reverse engineering:
Black Box Reverse Engineering: This approach focuses on observing the system from the outside without looking at its internal code or structure. Example: Using a mobile app and figuring out how it responds without knowing its programming
White Box Reverse Engineering: This method involves looking inside the system, including code, architecture, and internal logic. Example: Having access to the software code and studying how each part works.
Where Reverse Engineering Is Used
1. Old Systems with No Docs: Helps figure out how a system works when there's no documentation.
2. System Upgrade or Migration : Understands the current setup before replacing or modernizing it.
3. Product Study (Legally) : Analyzes how competitor products work to inspire improvements.
4. Business Rules in Software Finds hidden rules by checking the logic inside existing code.
5. Security Checks Used to spot risks, bugs, or vulnerabilities in software.

Answer 4: 
	Feature
	Brainstorming
	Focus Groups

	Purpose
	Generate creative ideas and solutions
	Gather opinions, feedback, and attitudes

	Participants
	Team members or idea contributors
	Target users or stakeholders

	Structure
	Informal and spontaneous
	Guided by a moderator with structured questions

	Outcome
	A wide range of possible ideas
	Insights about user needs or perceptions

	Use Case
	Early stages of planning or problem-solving
	Evaluating concepts, products, or strategies



Answer 5: 
Observation Technique
It involves watching how users or stakeholders perform tasks in their natural environment to gather insights about processes, behaviour, and challenges—without relying solely on what they say.


There are types of 2 observation approaches:
Active Observation:
Active observation involves direct interaction and engagement with the subject being observed. Active observation is a participatory approach where the observer actively engages with the subject, potentially asking questions, clarifying actions, and gaining a deeper understanding of the process or situation. 
· Direct interaction with the subject. 
· Opportunity for clarification and deeper understanding. 
· Can be more time-consuming but provides richer insights. 
Passive Observation
Passive observation involves observing without direct interaction or interference. The observer remains detached and simply watches the subject's behaviour or activity.
Characteristics:
· The observer quietly watches without interrupting or engaging
· Captures natural behavior without influencing the process
· Ideal for understanding true workflows and hidden issues
Example: Watching how customers use a self-checkout kiosk without asking questions

Answer 6:
Requirements Workshop is one of the most collaborative and effective techniques a Business Analyst can use to gather detailed requirements. Here’s a simple and structured way to conduct one:
How to Conduct a Requirements Workshop
Steps to Conduct a Requirements Workshop
1. Set the Goal Know what you're trying to achieve—gather, refine, or validate requirements.
2. Invite the Right People Include users, stakeholders, tech team, and decision-makers.
3. Prepare Materials Bring existing documents, diagrams, or mockups to help discussion.
4. Run the Session Follow a clear agenda, ask questions, and capture inputs.
5. Wrap-Up & Follow-Up Share notes, confirm understanding, and plan next steps.

Answer 7:
Interview Technique is a method used by Business Analysts to gather information by speaking directly with stakeholders, users, or subject matter experts. It helps uncover needs, problems, goals, and expectations through one-on-one or group conversations.

Approaches to Conduct Interviews
1. Structured Interviews
· Questions are prepared in advance
· Follows a fixed order and covers specific topics
· Great for collecting consistent data from multiple stakeholders
2. Unstructured Interviews
· Open-ended and informal
· Conversation flows naturally with flexible questions
· Useful for exploration and discovering unknowns

	Feature
	Open-Ended Questions
	Closed-Ended Questions

	Answer Type
	Descriptive, detailed responses
	Short, specific answers (like Yes/No or choices)

	Purpose
	Explore ideas, opinions, and experiences
	Confirm facts or collect straightforward data

	Flexibility
	Allows freedom in response
	Restricts response to predefined options

	Use Case for BAs
	Ideal for uncovering stakeholder needs or issues
	Best for validating facts or choices

	Time to Analyze
	Takes longer to review and interpret
	Quick to analyze and compare

	Examples
	“Can you describe your daily workflow?”
	"Do you approve transactions manually"



Answer 9: 
Questionnaire Technique:
It’s a method used by Business Analysts to collect information from multiple stakeholders using a set of written questions. It’s efficient, especially when dealing with large groups or when interviews aren't practical.
Where is it Used?
· When you need standardized responses from many users
· To gather preferences, feedback, or requirements quickly
· Ideal for early-stage research or validating existing ideas



Example: Online Food Store Enhancement Survey
Objective: To gather customer feedback for improving the online food ordering experience.
Sample Questionnaire for Customers:
1. What type of food do you order most frequently? (e.g., snacks, meals, beverages)
2. How easy is it to find items on our website/app? (Rating: 1–5)
3. What payment method do you prefer using? (Card / UPI / Wallet / COD)
4. Have you faced any issues during checkout or delivery? (Yes/No — If Yes, please explain)
5. What feature would you like to see added? (e.g., live order tracking, nutritional info, loyalty points)
Answer 10:
Sorting requirements means organizing them based on specific factors to make them easier to understand, prioritize, and implement. It helps the team focus on what’s most important, reduce confusion, and plan effectively.
Sorting Requirement is often done during requirement elicitation and documentation phases of a project.
Based on Functional vs. Non Functional Requirements, Priority sorting, user role sorting, time dependency sorting we can sort requirements.
Example: Online Food Delivery Application
As the BA, I have collected requirements from users, delivery partners, and stakeholders. Now you're sorting them by priority:
	Priority
	Requirement Description

	High
	Users can place and track food orders in real time

	High
	Integration with multiple payment gateways

	Medium
	Option for scheduled delivery

	Medium
	Loyalty points and rewards system

	Low
	Customizable app themes or background colors



Answer 11:
Prioritizing requirements means arranging them based on their importance, urgency, and value to the business. It helps teams decide what to build first, especially when resources, time, or budget are limited.
We use prioritizing requirements during the planning and analysis phase of a project, especially when deciding which features or functions to deliver first. It helps manage time, budget, and stakeholder expectations effectively.
One of the most important technique used is Moscow technique

Example: Online Food Delivery App
As a Business Analyst, prioritizing requirements like this:
	Priority
	Requirement

	Must Have
	Place order, make payments, track order

	Should Have
	Schedule delivery, view order history

	Nice to Have
	Customize app theme, share feedback



Answer 12: 
Weekly Status Reporting:
A weekly status report is a short summary of project progress, risks, blockers, and next steps—shared regularly with stakeholders to ensure transparency and alignment.
Key Elements to Include:
1. Summary of Work Completed What was achieved during the week (e.g., completed user stories, documentation, analysis tasks).
2. Ongoing Work What’s currently in progress and expected completion dates.
3. Issues or Risks Any blockers, delays, or concerns that may affect timelines or scope.
4. Next Steps Planned tasks or goals for the coming week.
5. Decisions Needed / Stakeholder Inputs Items awaiting feedback or decisions to move forward.
Answer 13:
Meeting Minutes Document:
It’s a formal record of discussions, decisions, and action items captured during a meeting. It ensures accountability, clarity, and a shared understanding among stakeholders.
Meeting Minutes - Online Food Delivery App Feature Finalization:

	Item
	Details

	Date & Time
	July 15, 2025 – 2:30 PM IST

	Attendees
	Sangeeta Priya, Ravi, Kavya, Amit

	Agenda
	Finalize order tracking & payment gateway features

	Decisions Made
	Use Razorpay & UPI; approve GPS tracking

	Action Items
	UX mockups (Kavya – July 17) GPS spec (Ravi – July 18) Reward stories (Utsav – July 19)

	Risks/Issues
	Delay in API documentation

	Next Meeting
	July 22, 2025 – 3:00 PM IST



Answer 14:
A Change Document is used to record any modification requested in a project after the original requirements have been finalized. It helps track what’s changing, why, who requested it, and how it affects the scope, timeline, or budget.
It is used by the project team to log and track changes request made throughout the life of the project.
	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved By

	July 10, 2025
	V1.0
	Added scheduled delivery option
	Priya
	Product Owner
	[Sign]
	Sangeeta

	July 12, 2025
	V1.1
	Included live chat support in checkout
	Ravi
	Tech Lead
	[Sign]
	Sangeeta

	July 13, 2025
	V1.2
	Proposed loyalty rewards for frequent users
	Kavya
	Marketing Manager
	[Sign]
	Sangeeta



Answer 15:
	Aspect
	Traditional Development Model(Waterfall )
	Agile Development Model(Scrum)

	Approach
	Linear and Sequential (step-by-step)
	Iterative and incremental

	Requirement Handling
	Fixed upfront, difficult to change
	Evolving throughout the project

	Customer Involvement
	Minimal after requirement phase
	Continuous collaboration

	Flexibility
	Rigid structure, less adaptable to changes
	Highly flexible to change, Embraces changes throughout the development process.

	Testing
	Happens after development
	Continuous testing throughout

	Delivery
	Single delivery at the end
	Frequent releases (sprints)

	Risk Management
	Risks may surface late
	Early detection and response to risks

	Documentation
	Heavy documentation
	Lightweight, just enough documentation



Answer 16:
Brainstorming is a group activity used to generate a wide range of ideas, solutions, or suggestions in a short time—without judging or filtering them initially. The aim is to encourage creativity and open thinking.
Where to Use Brainstorming
Business Analysts use it in contexts like:
· Requirement gathering: To explore possible features or process improvements
· Problem-solving: To find root causes or innovative fixes
· Solution design: To discuss alternative flows or technical approaches
· Process enhancement: To uncover bottlenecks or inefficiencies
· Prioritization workshops: To hear diverse stakeholder perspectives

16.
Loan Application Status Report:
[image: ]
Loan Disbursement Report:
[image: ]
Salary Deduction Report
[image: ]
Loan Repayment Progress Report:
[image: ]
Rejected Loan Analysis Report:
[image: ]

Answer 17:
Loan Rejection Email Structure from HR Department
Subject: Update on Your Employee Loan Application – Ref ID: [Loan-XXXX]
Dear [Employee Name],
Thank you for submitting your loan application through the Employee Loan Management System on [Application Date].
After a careful evaluation by our HR and Accounts departments, we regret to inform you that your application (Reference ID: [Loan-Amount]) has not been approved at this time.
The decision was based on the following reasons:
• Not meeting eligibility criteria
• Incomplete documentation
We understand that financial planning is important, and this decision may be disappointing. We encourage you to review the eligibility criteria and consider reapplying once the necessary conditions are met or updated documentation is available.
Should you have any questions or need clarification, please feel free to contact [HR Contact Name] at [contact email/phone number].
Thank you for your understanding and for being a valued member of the TTS team.
Answer 18:
Loan Approval Email Structure from HR Department
Subject: Congratulations – Your Employee Loan Application Has Been Approved
Dear [Employee Name],
Thank you for submitting your loan application through the Employee Loan Management System on [Application Date].
We’re pleased to inform you that your application (Reference ID: [Loan-Amount]) has been successfully approved after careful review by the HR and Accounts departments.
Here are the key details of your approved loan:
· Loan Amount: ₹[Amount]
· Interest Rate: [Rate]% per annum
· Repayment Tenure: [Number] months
· Monthly Salary Deduction: ₹[Installment Amount]
· Repayment Start Date: [Start Date]
Please find attached the detailed loan agreement, including terms and conditions and your personalized repayment schedule. 
Kindly review and confirm your acceptance by replying to this mail within [X business days].
Once confirmed, the loan will be disbursed and automatic monthly deductions will begin as outlined.
For questions or further assistance, feel free to reach out to [HR Contact Name] at [Email/Phone].
We appreciate your contribution to TTS Company and are glad to support your financial well-being.
Warm regards,  
Human Resources Department TTS Company

Answer 19:
Sample Report: Loan Applications Received by Accounts Department
Reporting Period: July 1–July 10, 2025
Department: Accounts
Prepared By: Loan Processing Analyst
Overview Summary
	Total Applications
	Approved Applicants
	Rejected Applicants
	Pending Applicants
	Total Loan Amount

	15
	8
	3
	5
	2430000



Detailed Application Log:
[image: ]
Department-Wise Application Distribution:
	Department
	Applications
	Approved
	Rejected
	Pending

	IT
	4
	3
	0
	1

	Sales
	3
	1
	2
	0

	HR
	2
	2
	0
	0

	Finance
	3
	1
	1
	1

	Support
	3
	1
	1
	1



Status Summary by Amount:
	Status
	Total Amount(Rs.)
	Average Amount(Rs.)

	Approved
	1380000
	172500

	Rejected
	450000
	112500

	Pending
	600000
	200000






Answer 20:
As a Business Analyst, choosing the right reporting tools depends on the type of data you're working with, the stakeholders you're supporting, and the level of interactivity or automation required.
1. Jira-Tracks the sprint progress, burndown charts and product backlogs.
2. Power BI for data analysis and builds interactive dashboards.
3. Tableau for visualizing complex data and customer insights.
4. Excel for pivot tables.
5. Google sheets for real time editing, formulas and charts.
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Ref ID Employee Name Emp ID Department Application Date Loan Amount Status Decision Date Remarks

L-1023 Priya M. EMP1023 IT 01-07-2025 200000 Approved 45842

Meets all 

criteria

L-1024 Rahul S. EMP1156 Sales 02-07-2025 150000 Rejected 45843

Low 

credit 

rating

L-1025 Mohit G. EMP1201 HR 03-07-2025 180000 Approved 45844

Cleared 

documen

tation

L-1026 Anika P. EMP1199 Finance 04-07-2025 250000 Pending —

Awaiting 

HR 

validation


image1.emf
Employee ID Name Application Date Loan Amount Status Decision Date Reviewed By

EMP1023 Priya M. 15-06-2025 200000 Approved 20-06-2025 HR + Accounts

EMP1156 Rahul S. 17-06-2025 150000 Rejected 21-06-2025 HR+Accounts

EMP1199 Anika P. 18-06-2025 250000 Pending — —
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Employee ID Name Loan Amount Tenure (Months) Interest Rate Disbursement Date Accepted Terms

EMP1023 Priya M. 200000 24 8.50% 22-07-2025 Yes

EMP1201 Mohit G. 180000 18 9.20% 25-07-2025 Yes
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Employee ID Name Monthly Deduction Start Date End Date Remaining Balance Deduction Status

EMP1023 Priya M. 9243 01-07-2025 01-07-2027 165243 Active

EMP1201 Mohit G. 10248 01-07-2025 01-12-2026 150124 Active
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Employee ID Name Total Loan Repaid Amount Remaining Balance % Completed Missed Installments

EMP1023 Priya M. 200000 34757 165243 17.40% 0

EMP1201 Mohit G. 180000 29876 150124 16.60% 1
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Rejection Reason Number of Cases Top Departments Last Updated

Eligibility criteria 5 Tech, Sales 10-07-2025

Low credit score 3 Marketing 10-07-2025

Incomplete documents 2 Support

10-07-2025

Policy violations 1 Finance 10-07-2025


