1. Why is this project initiated?
A project is initiated to improve or create a solution for an unmet need, such as improving communication, increasing efficiency in scheduling, or implementing a new technological strategy for managing meetings. 

2. What are the current problems?
· The user cannot join the meeting from the scheduled meeting calendar as join button is not available
· The user doesnot have the option to create meetings for current date, instant and future date from the meeting calendar page


3. With this project how many problems could be solved?
Two of the basic problem which the user are facing day to day while scheduling the meeting can be solved. As a result of which the meeting creation and joining the meeting becomes far more easier

4. What are the resources required?
The resources basically include developers who are good at dotNet and we also require testers for both automation and manual testing. Testers need to test the API calls and the functionality inside out.

5. What is the time frame for ROI?
it is the amount of time taken for an investment to reach its breakeven point ie: the level of sales where a business's total revenue equals its total costs, resulting in neither profit nor loss.

6. How to identify stakehoders?
1. Brainstorm & List Potential Stakeholders
· Internal Stakeholders:
. Project Team: Members who will create and manage the meeting process. 
. End-Users/Customers: The people who will attend or benefit from the meetings. 
. Executives/Sponsors: Leadership who provide funding or strategic direction. 
. Support Staff: Individuals in IT, HR, or operations who support the meeting process. 
· External Stakeholders:
. Suppliers/Vendors: Companies providing tools or services for meeting creation. 
. Partners/Collaborators: Other organizations you work with. 
. Government/Regulators: Bodies that set guidelines for meetings or operations. 
2. Ask Guiding Questions
To ensure you've covered all bases, ask your team and other departments the following questions: 
· Who benefits from this project?
· Who will use the meetings?
· Who will be impacted by the meetings?
· Who has the power to approve or reject the project?
· Who has a financial stake in the project's success or failure?
· Who has useful knowledge or expertise about meetings or the project's domain?
· Who could be a champion or a potential blocker for the project?
3. Research & Gather Information
· Review Project Documents:
Read the project charter or scope statement, which may already list stakeholders or provide clues to who they are. 
· Consult Past Projects:
Examine data from previous meeting creation projects to see who was involved. 
· Talk to Subject Matter Experts (SMEs):
Interview individuals with deep knowledge of the meeting process or related areas. 
· Seek Input from Other Departments:
Ask leaders in other departments about their current projects and their stakeholders to find overlaps. 

2. BA strategy
Steps followed by BA for completion of projects
Step 1: Gather Background Information
This first step is where much of the groundwork for a project is covered. Whether a project is brand new or existing, it’s crucial for the business analyst to gather a significant amount of background information on the project. These are the conditions of the project that need to be determined at this stage:
· What domain is the project under? (financial, health, energy, hosting, etc.) Is there enough information corresponding to the domain? If the answer is no, a business analyst would perform additional research about the project.

Step 2: Identify Stakeholders
The stakeholders on a project are the ones who make decisions and sign off on requirements and priorities. Therefore, identifying all of the stakeholders early on is important.
You can use a stakeholder wheel technique, which contains each stakeholder that impacts the project, such as:
· Owners: shareholders, trustees, or anyone who is sponsoring the project
· Managers: senior or middle managers responsible for communication and monitoring the progress
· Employees: developers, analysts, or testers responsible for delivering the project
· Regulators: any regulators involved that monitor adherence to rules — e.g. a regulator that monitors HIPAA compliance
· Suppliers: any API provider or other supplier service needed that the project might need
· Partners: individuals responsible for working alongside the project that provides complementary or supplementary products or services
· Customers: the end-users of the product
· Competitors: a potential section of users of competitive products or inputs from the competitors themselves
Step 3: Discover Business Objectives
· Benchmarking: understanding competitors and peers who work on the same level
· SWOT Analysis: determine the strengths and weakness
· Focus groups and brainstorming
· Documenting and conveying business objectives to all stakeholders, ensuring a single vision
· Making business objectives SMART:
· Specific: describes an outcome that is visible
· Measurable: the outcome should be measurable
· Achievable: objective needs to be feasible to achieve
· Relevant: needs to be in alignment with the company’s vision statement
· Time-bound: can be within a defined time frame


Step 4: Scope Definition
Based on the objective of the project and a team discussion, this step is when the scope is defined. A list of project development goals is detailed, along with a list of items that are not included in the project. The scope definition document can include:
· Development items in scope
· Development items out of scope
· Integrations in scope
· Integrations out of scope

Step 5: Business Analyst Delivery Plan
The business analyst and project owner will provide a detailed timeline for delivering the requirements to the development team. A timeline for the requirements will be provided based on factors such as:
· Stakeholders and their availability
· Project scope
· Project methodology

Step 6: Define Project Requirements
This step requires the business analyst to clarify requirements to the business owner and get the OK to deliver them to the development team. Requirements can be divided into functional and non-functional.
Non-functional requirements can be documented in a business requirement document that covers performance, scalability, and security. Functional requirements are provided in terms of use cases, storyboards, prototypes, and wireframes.
A few techniques that help the requirement gathering phase are:
· Interviewing the stakeholders: Ask when, how, where, and what is supposed to be achieved by the user helps arrive at requirements
· Requirements defining techniques: Use case templates, storyboards, prototypes, or wireframes

Step 7: Support Implementation Through SDLC
A business analyst is involved in the technical implementation of requirements to ensure that everything aligns.
There are a few steps during this phase:
· Reviewing the technical deliverables to align with requirements
· Based on feedback from the development team, update or repackage requirements to facilitate implementation
· Engage with quality analysts to ensure requirements are tested and requirements are understood
· Manage changes from the business owner that are requested once the initial requirements are delivered and implemented
· Facilitate user acceptance once the requirement implementation is done
What elicitation techniques to apply and how to do a stakeholder analysis with RACI?
Interview
The interview is one of the main elicitation techniques used by business analysts. Sometimes, the business analyst may use the elicitation technique interview to elicit information from a person (or a group of people) in an informal or formal setting by asking questions and documenting the responses.
Often, we think about elicitation in terms of a conversation. We think about an interview. It is one of the most common elicitation techniques. Interviews involve asking questions, listening to the answers, and asking follow-up questions. Interviews can be done one-on-one, but they can also be done in a small group setting if you’re careful to get all the perspectives out
Steps for Stakeholder Analysis with RACI
1. Identify Stakeholders:
Brainstorm and list all individuals, groups, or organizations that are affected by or can affect the project. 
2. Identify Project Activities:
Outline all the specific tasks, decisions, or activities involved in the project. 
3. Create the RACI Matrix:
Set up a chart with project activities listed on the left-hand side and stakeholder roles across the top. 
4. Assign Roles (RACI):
For each activity, assign one of the following roles to the appropriate stakeholder: 
. Responsible (R): The person who performs the task. 
. Accountable (A): The decision-maker who owns the outcome of the task. 
. Consulted (C): Those whose input is needed for the task to be completed. 
. Informed (I): Those who need to be kept up-to-date on the task's progress or outcome. 
What documents to get signoff as a business analyst and what process to follow for the signoff ?
Business analysts prepare various documents, including the Business Requirements Document (BRD), Functional Requirements Document (FRD), Use Case Documents, Business Process Diagrams, and User Stories (in agile environments), which detail business needs, system functionality, process flows, and user interactions to guide development and ensure projects align with organizational goals. 
Sign-Off Process
· Document Review: The signer is given the opportunity to review the document in full before applying their signature, ensuring that they understand and agree to its contents.
· Signature Application: The signature is applied electronically to the document, with the event recorded in an audit trail for compliance purposes.
· Audit Trail Generation: The entire sign-off process is documented in audit trails, providing legal evidence of when and how the signature was applied and ensuring compliance with eSignature laws.

As a business analyst how to take approval from the client, what communication channel to establish and implement?
1. Understand the Client's Needs and Stakeholders:
. Identify the stakeholders with the authority to approve requirements and understand their interests. 
. Understand the project's goals and how the proposed solution will create value for the organization. 
2. Clearly Document Requirements:
. Document all requirements using simple, concise language so they are easily understood. 
. Ensure each requirement expresses a single thought. 
. This clear documentation serves as a reference for the client and the project team. 
3. Facilitate Reviews with Prototypes and Mock-ups:
. Use tools like prototypes or mock-ups to give the client a tangible "feel" for the proposed solution. 
. Schedule meetings with key stakeholders to review the documented requirements and prototypes. 
4. Present Options, Risks, and Benefits:
. When presenting changes or issues, provide clear options and explain the potential consequences (impact, fallout, risks) for each. 
. Explain the benefits of proceeding with the change now versus later to help the client make informed decisions. 
5. Address Questions and Concerns:
. Be prepared to answer questions and provide additional information to ensure the client fully understands the requirements. 
. Facilitate discussions to address any disagreements and work towards consensus. 
6. Seek Formal Sign-off:
. Request formal approval, indicating a clear agreement and acceptance of the solution or design described. 
. Document the approval, whether it's a signed release, a formal letter, or a specific email, to create verifiable proof of the agreement. 
7. Thank the Client:
. Express gratitude for their time and approval, reinforcing a positive professional relationship. 
Communication channels:
· Email:
Ideal for keeping information organized, conveying important updates, and ensuring timely communication to the right audience. It's a good "lean channel" for written information. 
· Instant Messaging/Chat:
Excellent for quick, informal communications, real-time discussions, and fostering team spirit and agility. 
· Video Conferencing:
Best for complex decision-making, in-depth discussions with remote teams, and conveying information in a more "rich" format than email or text alone. 
· In-Person Meetings:
The richest channel for conveying non-verbal cues, building strong stakeholder relationships, and resolving sensitive or confusing topics through back-and-forth conversation. 

As a Business Analyst how to handle change request and how to update the progress of the project to the stakeholders?
1. Keep the specification handy. Know and revise the changes being debated and prepare your points.
2. Discuss the approach of handling CRs with your manager/senior management. Some vendors want to be more flexible if it is a very important client. Some don't want to take in CRs due to a lack of bandwidth.
3. At times, have a give-and-take approach. If the change is really small and cosmetic, business analysts tend to accept them in order to maintain a good rapport with the clients. However, always check the feasibility of even small requirements. What might seem small to you may be technically very challenging to the development team.

Update progress to stakeholder
Depending on your stakeholder analysis, you can select the most appropriate communication methods for updating them on project progress. Email is a convenient and widely used method, but should be used sparingly and only for essential updates. Meetings are a good way to engage stakeholders who need more interaction and feedback; they should be planned carefully with a clear agenda, objectives, and outcomes. Reports provide stakeholders with a comprehensive overview of the project progress, status, and performance; they should be easy to read, understand, and compare. Presentations are a great way to showcase project results, achievements, and learnings; they should be engaging, informative, and persuasive. All communication methods should align with the project goals, metrics, and milestones and be updated regularly and consistently

How to take signoff on UAT?
1. Prepare UAT Test Scenarios & Cases
Define clear test scenarios based on business requirements, covering critical end-to-end flows.
2. Identify Suitable Participants
Select real users who understand the business processes, not only IT testers.
3. Set Up a Dedicated UAT Environment
Keep it separate from development and production to avoid data conflicts.
4. Provide Instructions & Access
Train participants, share testing guidelines, and ensure they can log issues easily.
5. Automate Scheduled Tasks
Automated reminders, scheduled steps and clear objectives help dramatically reduce cycle times.
6. Execute Test Cases
Users perform tests, document results, and flag any defects.
7. Review & Fix Issues
Developers resolve defects, and testers retest before final sign-off.
8. Approve & Go Live
Once acceptance criteria are met, UAT sign-off confirms the product is ready.

Functional Specification
	Project name
	Jifflenow

	Customer name
	Vodafone

	Project version
	Version 2.0

	Project sponsor
	AAAAAA

	Project manager
	XXXXX

	Project initiation date
	9.10.2025




Functional requirement:
	Req ID
	Req Name
	Req Description
	Priority

	BR001
	Create meeting button
	Users should be able to see create meeting button on the meeting calendar page
	1

	BR002
	Create meetings
	User should be able to create meeting for current date, future date and instant meetings
	3

	BR003
	Join meeting button
	Join meeting button has to be shown on the meeting block once the meeting has been created
	2

	BR004
	Join meeting calendar view
	User should be able to join the meeting through the meeting link displayed while the join meeting button is clicked
	5

	BR005
	Join meeting expanded view
	User should be able to join the meeting through the link displayed in the expanded view of the meeting link
	6

	BR006
	Join meeting
	Clicking on the link from both expanded and calendar view should launch the meeting in the respective app
	7

	BR007
	Create meeting option
	Clicking on create meeting button should open a dropdown with current, future and instant options
	4



Requirement Traceability Matrix:
	Req ID
	Req Name
	Req Description
	Design
	D1
	D2
	T1
	T2
	T3
	UAT
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	Create meeting button
	Users should be able to see create meeting button on the meeting calendar page
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	User should be able to create meeting for current date, future date and instant meetings
	
	
	
	
	
	
	

	BR003
	Join meeting button
	Join meeting button has to be shown on the meeting block once the meeting has been created
	
	
	
	
	
	
	

	BR004
	Join meeting calendar view
	User should be able to join the meeting through the meeting link displayed while the join meeting button is clicked
	
	
	
	
	
	
	

	BR005
	Join meeting expanded view
	User should be able to join the meeting through the link displayed in the expanded view of the meeting link
	
	
	
	
	
	
	

	BR006
	Join meeting
	Clicking on the link from both expanded and calendar view should launch the meeting in the respective app
	
	
	
	
	
	
	

	BR007
	Create meeting option
	Clicking on create meeting button should open a dropdown with current, future and instant options
	
	
	
	
	
	
	





1. Document Revisions
	Date
	Version number
	Document changes

	09/10/2025
	2.0
	Adding join meeting button

	09/10/2025
	2.0
	Adding create meeting button



2. Approvals:
	Role
	Name
	Title
	Signature
	Date

	Project Sponsor
	AAAAAA
	xxxxx
	
	

	Business owner
	BBBBBB
	xxxxx
	
	

	Project manager
	CCCCCC
	xxxxx
	
	

	System Architect
	DDDDDD
	xxxxx
	
	

	Development Lead
	EEEEEE
	xxxxx
	
	

	User Experince Lead
	FFFFFF
	xxxxx
	
	

	Quality Lead
	GGGGGG
	xxxxx
	
	

	Content Lead
	HHHHHH
	xxxxx
	
	



3. RACI table
	Code
	Stands for
	This is the person who is….

	R
	Responsible
	Responsible for performing the task or creating the document

	A
	Accountable
	Accountable for the task or document 

	S
	Support
	Provides supporting services in the production of this document

	C
	Consult
	Provides consulting or expertise to the person responsible for the task or document and others.

	I
	Inform
	Informed of task progress or results, usually by the person responsible. 




	
		                      People & position

	
	Vandanam
	Juhi
	Teycon
	luci
	tucker
	Bravo
	Mike
	John
	Jason
	Alekya
	Rohith
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	Planning and req analysis
	R
	
	
	
	
	
	
	
	
	
	


	
	Design
	I
	A
	A
	S
	A
	S
	
	
	
	
	R

	
	development
	C
	R
	R
	R
	R
	R
	
	R
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	Testing
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	R
	R
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	Deployment
	C
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	R
	R
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	I
	I
	I

	
	Maintenance
	I
	I
	I
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	I
	I
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4. Business goal:
The main goal of the business is to increase meeting efficiency, improve meeting engagement and enhance the meeting productivity. organizational needs include a clear project scope, objectives, timeline, and resource requirements. 


4.2: 	Business Objective:
To provide an IT solution for the users to streamline the creation, scheduling, and management of meetings, often integrating with calendars and communication tools to enhance efficiency and collaboration.
Functionalities:
Functionalities basically includes developing a “create meeting” button on the calendar page which helps the user to create meeting for current future and instant dates. 
Also the users can join meeting hassle free through the latest “Join meeting” button. Where the users can directly access the meeting link with just one click on the Join button which will be displayed in the calendar block.

4.3 Business Rules:
Organisation policy, procedures, rule and regualtions:
1. Purpose
· To outline the expected standards of behavior for all employees to maintain a professional, respectful, and productive work environment. 
· To ensure the company's interests are protected by defining acceptable conduct and use of company resources. 
2. Scope 
· This policy applies to all employees, contractors, and volunteers of the organization.
3. Standards of Conduct
· Professional Appearance:
Employees shall maintain a professional appearance and wear attire appropriate to their duties. 
· Attendance and Punctuality:
Employees are expected to be at their workstation, ready to work, at the scheduled start time. 
· Workplace Behavior:
Employees are expected to conduct themselves professionally and with integrity. 
· Use of Company Property:
Company equipment, materials, and facilities are for business purposes only. 
· Internet and Email Usage:
Use of company email, internet, and phones should be work-related only. 
· Confidentiality:
Employees shall not reveal confidential company information to unauthorized persons. 
· Substance Abuse:
Employees must report if they are using prescription medication that may affect their work performance. 
4. Compliance and Enforcement
· Failure to comply with this policy may result in disciplinary action, up to and including termination of employment. 
· Employees are encouraged to report any violations of this policy to their supervisor. 

4.4 Background:
Identifying the Business Issue or Problem:
The main drawback or the problem which the customer face are basically creating a meeting for the particular dates and join the meetings once the meetings has been scheduled. The current product doesnot have a user friendly experience in creating a meeting for the particular dates as the users have to drag and hold on the specific date and timeslot where they have to create a meeting for the specific time frame. Also they find it hard to join the meetings created as they don’t have a join option on the scheduled meeting block. The users basically have to open their email where they will be provided a link to join the meeting.

Benefits after the implementation:
By implementing the “Create meeting” button the user will basically get an access to create meetings for the current future and instant dates. They just have to click on the button displayed on the meeting calendar which helps them to create meetings instantly. 
Also the “join” button displayed on the meeting blocks help the user to directly access the meeting link through which they can join the meeting for the particular time created. They basically don’t have to open the email to access the meeting link, which reduces the work load of the user.

4.5 Project Objective
Project Goals: The goal of the project is to
 Join meeting:
· Improve the overall user experience of the meeting calendar.
· Achieve a 10% reduction in help desk tickets related to calendar usage
· Increase User Engagement: Encourage more users to actively utilize the meeting calendar.
· Reduce the average time to join a meeting by 20% within the first quarter
· Increase Meeting Participation
· Streamline the "Join Meeting" process so users can join with minimal clicks. 
Meeting Creation:
Efficiency & Productivity : "Reduce the average time for a user to create a new meeting from initiation to confirmation by 15% within the first quarter
Accuracy & Reliability : "Decrease the number of incorrectly scheduled meetings caused by user errors in the 'create meeting' option
Process improvement : Providing various options to users in terms of meeting creation. Where the user can schedule meeting instantly and also for the current and future date

4.6  Project Scope:
In the current project we will develop two functionalities one which allows the user to create meeting for current future and instant dates by using the “create meeting” button. Other one helps the user to join the meeting seamlessly by clicking on the “join” meeting from the meeting calendar.
       4.6.1 Inscope Functionality:
- create meeting button 
- Join meeting button
         4.6.2 OutofScope Functionality
- Rest of the features.

5. Assumptions
Resource-Related Assumptions
· Team Expertise:
The project team members possess the necessary skills and expertise to complete all project tasks effectively. 
· Resource Availability:
Human resources, equipment, and technology will be available and accessible as scheduled. 
· Budget Stability:
The project budget remains sufficient and stable, without significant changes in costs. 
· Funding Availability:
Necessary funding for project licenses and other costs will be provided by relevant departments on time. 
Scope & Requirements Assumptions 
· Scope Stability:
The project's scope and requirements will not undergo significant changes after the initial sign-off.
· Stakeholder Requirements:
Stakeholder needs are clearly understood and are unlikely to change drastically during the project.
Timeline & Scheduling Assumptions 
· Task Completion:
Project tasks can be completed within the planned durations, allowing for timely achievement of milestones.
· No Delays:
There will be no unexpected delays due to resource unavailability, external events, or disruptions in the feedback process.
Technology & Infrastructure Assumptions
· Technology Functionality:
All selected technologies and software will function as planned with minimal downtime or issues. 
· Infrastructure Stability:
The necessary technological infrastructure, such as servers, will be available and configured correctly. 
Stakeholder & External Factors Assumptions
· Stakeholder Engagement:
Key stakeholders will actively participate, provide timely feedback, and offer support throughout the project. 
· Market/Economic Stability:
Market conditions and economic factors, like material costs, will remain stable, without significant fluctuations. 
· Unforeseen Events:
No unexpected events, such as natural disasters or pandemics, will disrupt the project

6.Constraints
Time Constraints 
· Meeting Schedule: A strict deadline for when the meeting must conclude, or a limited window for scheduling it.
· Participant Availability: Limited time windows when all essential attendees can be present.
· Meeting Duration: A maximum allowed duration for the meeting to ensure it stays focused and efficient.
Cost Constraints
· Budget Limits: A fixed budget for purchasing meeting software, equipment, or catering. 
· Vendor Costs: Limits on the cost of external services, such as specialized meeting platforms or facilitators. 
· Resource Costs: The cost associated with time from personnel and the use of any necessary equipment. 
Scope Constraints
· Meeting Purpose: A clearly defined objective for what the meeting should achieve. 
· Specific Agenda: A predefined set of topics and discussions to be covered. 
· Required Attendees: Specific individuals or roles that must attend for the meeting to be successful. 
Quality Constraints
· Engagement Levels: Expectations for active participation and interaction from all attendees. 
· Actionable Outcomes: A standard for the meeting to produce clear, actionable decisions or follow-up items. 
· Meeting Effectiveness: Standards for how well the meeting achieves its objectives and meets participant expectations. 
Resource Constraints 
· Technology:
Limited access to specific hardware, software, or bandwidth for virtual meetings.
· Personnel:
A lack of individuals with the necessary skills to organize, facilitate, or lead the meeting effectively.
· Meeting Venues:
Constraints on available or suitable physical locations for in-person meetings.
Risk Constraints
· Technical Failures:
The possibility of technology problems during a virtual meeting that disrupt proceedings. 
· Low Attendance:
The risk that key stakeholders may not be present, impacting decision-making. 
· Scheduling Conflicts:
Unexpected clashes with other important events that prevent essential attendees from participating

7. Risks
User Adoption: Current systems is in place for almost 5 years and its intuitive to all the users whoever is using it
 Lack of Awareness: Users might not know about the new join meeting feature, leading to      under utilization and missed opportunities for collaboration. 
Complexity: If the feature is difficult to use, users may avoid it, preferring older methods of joining meetings. 
Platform Compatibility: The join meeting feature might not work seamlessly across all devices, operating systems, or web browsers, potentially excluding some users. 
Network Connectivity: Poor internet connections could prevent users from joining or disrupt the meeting, leading to frustration and missed information. 
Audio/Video Issues: Problems with microphone, camera, or speakers could hinder participation, especially for users with accessibility needs
System Failures: The "Create Meeting" function could crash, freeze, or experience downtime, preventing users from scheduling meetings altogether.
Data Breaches: Sensitive meeting information, such as participant lists, meeting topics, or locations, could be compromised through vulnerabilities in the system
Miscommunication: If instructions or tutorials are unclear, users may not understand how to use the feature correctly, leading to errors or underutilization. 
Unauthorized Access: Malicious actors could gain unauthorized access to create or modify meetings, disrupting the organization's schedule.

8. Business Process overview:
Phase 1: Project Initiation
· (Oval) START: Meeting Request
· Action (Rectangle): Requester defines meeting purpose, objectives, and attendees.
· Decision (Diamond): Is the meeting necessary?
2. No: End the process. (Oval) END.
2. Yes: Continue to the next step.
Phase 2: Planning and Scheduling
· Action (Rectangle): Owner drafts a preliminary agenda, including required topics and materials.
· Action (Rectangle): Owner checks attendee availability for scheduling.
· Action (Rectangle): Owner books a conference room or virtual meeting space.
· Action (Rectangle): Owner creates and sends a meeting invitation with the agenda and relevant documents.
Phase 3: Pre-Meeting Preparation
· Action (Rectangle): Attendees review the agenda and any pre-reading materials.
· Decision (Diamond): Is prep material reviewed?
· No: Send a reminder to attendees. Loop back to the prep step.
· Yes: Proceed with the meeting.
Phase 4: Meeting Execution
· Action (Rectangle): Meeting facilitator runs the meeting, ensuring the discussion stays focused on the agenda.
· Action (Rectangle): Recorder documents decisions, key discussions, and action items during the meeting.
· Action (Rectangle): Participants engage in discussion and contribute to decisions.
Phase 5: Follow-Up and Review
· Action (Rectangle): Recorder distributes meeting notes and action items to all attendees.
· Decision (Diamond): Are there outstanding action items?
· Yes:
1. Action (Rectangle): Assign and track action items until completion.
1. Decision (Diamond): Are all action items complete?
2. No: Follow up with responsible parties.
2. Yes: Proceed to project closure.
· No: Proceed to project closure.
· Action (Rectangle): Project owner reviews the meeting outcome and confirms that objectives were met.
· (Oval) END: Meeting Process Completed

8.1. Legacy System (AS-IS): Currently Jifflenow allows the user to create meeting by selecting the time timeslot for the particular date. Where the users have to select the specific calendar timeslot and then drag to create a meeting slot. Also the users have to join the meeting through the meeting link displayed in the email. They did not have any joining option in the meeting slot. 
8.2  Proposed solution (To-Be): Jifflenow would like to introduce two functionalities one which allows the user to create meeting for current future and instant dates by using the “create meeting” button. Other one helps the user to join the meeting seamlessly by clicking on the “join” meeting from the meeting calendar.
9 Business Requirement:
Functional Requirement:
	Req ID
	Req Name
	Req Description
	Priority

	BR001
	Create meeting button
	Users should be able to see create meeting button on the meeting calendar page
	1

	BR002
	Create meetings
	User should be able to create meeting for current date, future date and instant meetings
	3

	BR003
	Join meeting button
	Join meeting button has to be shown on the meeting block once the meeting has been created
	2

	BR004
	Join meeting calendar view
	User should be able to join the meeting through the meeting link displayed while the join meeting button is clicked
	5

	BR005
	Join meeting expanded view
	User should be able to join the meeting through the link displayed in the expanded view of the meeting link
	6

	BR006
	Join meeting
	Clicking on the link from both expanded and calendar view should launch the meeting in the respective app
	7

	BR007
	Create meeting option
	Clicking on create meeting button should open a dropdown with current, future and instant options
	4



Non functional Requirement:
	Req ID
	Req Name
	Req Description
	Priority

	BR001
	Create meeting button display
	The create meeting button should be displayed in blue color
	1

	BR002
	Create meetings options
	Radio button with list of option
Current
Future
Instant should be displayed on click on create meeting button
	2

	BR003
	Join meeting button display
	Join meeting button should be displayed in white color
	3

	BR004
	Create meeting post click
	The button should be greyed out once clicked and the drop down is displayed
	4
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