Waterfall Project- 1 Part-1

Evaluation
Document- 1- Business case document template
· Why is this project initiated? 
Ans. The current Intellectual Property (IP) process at Emerson is highly manual, fragmented, and dependent on SMEs. Inventors rely on coordinators for patent/ID status, Patent Search, invoice processing is slow (30 days), and global teams lack centralized access. The project is initiated to automate the IP workflow, reduce manual effort, enable inventor self-service along with Patent search, and improve global collaboration through a centralized portal.

· What are the current problems? 
Ans. 
1. IP data maintained in Excel → prone to errors and difficult to manage with continuous changes.
2. Manual invoice processing → 5–6 steps, ~30 days cycle time.
3. Inventors rely on SMEs for patent/ID status updates.
4. No centralized global access to IP data.
5. Redundant emails/templates for ID submission.
6. Engineers depend on SMEs for prior-art (patent) checks before submitting IDs.

· With this project how many problems could be solved? 
Ans. 
1. Automates Invention Disclosure (ID) submission via Anaqua portal → removes need for redundant emails/templates.
2. Centralized IP repository → global teams gain real-time access.
3. Inventor self-service → direct access to patent/ID status and rewards.
4. Automated invoice processing → reduces cycle time from 30 days to <10 days.
5. Patent Search feature → reduces SME dependency by enabling engineers to validate novelty directly.
6. Overall → At least 5 out of 6 major identified challenges will be fully addressed.

· What are the resources required? 
Ans. 
1. People: Business Analyst, SMEs, Pune IP team, US Finance team, IT team (developers, testers).
2. Hardware: Servers for hosting the portal and database.
3. Software: Anaqua licenses, integration tools, Balsamiq for design mock-ups, testing tools.
4. Network: Secure VPN and global access infrastructure.
5. Additional: Patent Search APIs (USPTO, WIPO), training resources for engineers.
6. Budget: Approx. ₹10,00,000 (as per project plan).


· How much organizational change is required to adopt this technology? 
Ans. Moderate change:
· Engineers and inventors will shift from Excel/email/manual processes to self-service through the portal.
· SMEs’ roles will evolve from routine data updates to higher-value IP analysis.
· Finance team adapts to direct invoice automation through the US team.

· Time frame to recover ROI? 
Ans. Project duration: ~9 months (1 month requirement gathering, 1 month design, 4 months development, 2 months testing, 1 month UAT).
Expected ROI recovery: within 1–1.5 years due to:
· Reduced invoice cycle time (from 30 to <10 days).
· Increased inventor efficiency and satisfaction.
· Lower SME involvement in repetitive tasks.
· Higher throughput of quality patent filings.

· How to identify Stakeholders? 
Ans. 
Direct Stakeholders:
· Inventors / Engineers (submit IDs, use patent search).
· SMEs (support requirements, validations, reduced manual work).
· Pune IP Team (manage disclosures, data).
· US Finance Team (handle invoice automation).
Indirect Stakeholders:
· BU Leaders & Managers (require reports, approvals).
· Global IP Teams (access centralized data).
· IT Support (infrastructure, security).
Identification done through stakeholder analysis using:
· Org structure mapping.
· RACI Matrix.
· Requirement workshops and interviews.



Document- 2- BA Strategy
1. Elicitation Techniques to Apply
· Brainstorming sessions with engineers to gather needs for Patent Search.
· Focus Groups with inventors and SMEs to identify AS-IS and TO-BE processes.
· Interviews with IP coordinators, BU leaders, and managers.
· Observation/Job Shadowing of current manual processes (Excel tracking, invoice steps).
· Document Analysis of existing templates, emails, and policies.
· Workshops to validate requirements and confirm feasibility with stakeholders.

2. Stakeholder Analysis (RACI)
· RACI Matrix prepared to clarify stakeholder responsibilities:
· Responsible: BA, Development Team, SMEs
· Accountable: Project Sponsor, IP Head
· Consulted: US Finance, Global IP Teams, BU Leaders
· Informed: Engineers, Inventors, Managers

3. Documents to Write
· Business Requirements Document (BRD)
· Requirement Traceability Matrix (RTM)
· Functional Requirement Specification (FRS)
· Use Case Diagrams & Activity Diagrams
· Test Case Document
· Change Request Form (CRF)
· Client Project Acceptance Form (for UAT sign-off)
· Minutes of Meeting (MoM) & Progress Reports

4. Process to Follow for Document Sign-off
1. Draft document prepared and internally reviewed.
2. Circulated to SMEs, Managers, BU Leaders for comments.
3. Conduct review meetings to resolve conflicts and confirm understanding.
4. Update version control and finalize document.
5. Obtain formal email confirmation / e-signature as sign-off from Project Sponsor/Client.

5. Approvals from Client
· Use Approval Matrix to define authority levels.
· Formal approvals captured via:
· Sign-off on BRD, RTM, and FRS.
· Written approval on Change Requests.
· UAT acceptance via Client Project Acceptance Form.

6. Communication Channels to Establish & Implement
· Weekly status meetings with project stakeholders.
· Bi-weekly progress reports shared via email.
· Collaboration tools (MS Teams, SharePoint, or Anaqua portal).
· Escalation process defined for critical issues (email + direct call with sponsor).
· Central repository for project documents.

7. Handling Change Requests
· All change requests logged in Change Request Form (CRF).
· BA reviews impact (scope, time, cost, quality).
· Present to Change Control Board (CCB) or project sponsor for approval.
· Update BRD/RTM if approved.
· Communicate to development & testing teams for implementation.

8. Updating Progress of Project to Stakeholders
· Maintain Project Progress Tracker.
· Weekly dashboards/reports showing milestones, risks, dependencies.
· MoM (Minutes of Meeting) circulated after every review call.
· Status updates via email + monthly sponsor meetings.

9. UAT & Client Sign-off
· Prepare UAT Test Plan and share with stakeholders.
· Facilitate UAT sessions, collect feedback, log issues.
· Track and close defects.
· Obtain formal Client Project Acceptance Form sign-off confirming successful UAT.
· Transition to Operations/Support phase.


Document- 3- Functional Specifications
	Project Name
	Emerson Portal – IP Workflow Automation

	Customer Name
	Emerson Innovation Center, Pune

	Project Version
	1.0

	Project Sponsor
	Vinita Kamble, IP Officer- EICP

	Project Manager
	

	Project Initiation Date
	





	Req ID
	Req Name
	Req Description
	Priority

	FR0001
	Login
	Users should be able to securely login to the portal to perform IP operations.
	10

	FR0002
	Invention Disclosure (ID) Submission
	Inventors should be able to submit new IDs directly in the portal instead of using email/Word templates.
	10

	FR0003
	Patent Search
	Engineers should have access to worldwide patent databases (via APIs like USPTO/WIPO) within the portal before submitting IDs.
	9

	FR0004
	IP Data Repository
	Centralized IP database should be accessible to global teams in real-time.
	10

	FR0005
	Status Tracking
	Inventors should be able to check real-time status of their submitted IDs/patents without SME involvement.
	9

	FR0006
	Inventor Rewards Tracking
	Portal should provide visibility into inventor reward status for approved patents.
	8

	FR0007
	Invoice Automation
	Invoice processing should be automated by US Finance team, reducing cycle time from 30 to <10 days.
	10

	FR0008
	Reporting & Dashboard
	System should generate reports and dashboards (e.g., number of IDs filed, invoices pending, patents granted) for stakeholders.
	8

	FR0009
	User Roles & Permissions
	Portal should provide role-based access (Inventors, SMEs, Finance, Managers, Admins).
	10

	FR0010
	Notifications & Alerts
	System should send automated email/portal notifications for key events (submission confirmation, approval status, invoice completion).
	8










Document- 4- Requirement Traceability Matrix
	Req ID
	Req Name
	Req Description
	Design
	D1
	T1
	D2
	T2
	UAT

	FR0001
	Login
	Users should be able to securely login to the portal to perform IP operations.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0002
	Invention Disclosure (ID) Submission
	Inventors should be able to submit new IDs directly in the portal instead of using email/Word templates.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0003
	Patent Search
	Engineers should have access to worldwide patent databases (via APIs like USPTO/WIPO) within the portal before submitting IDs.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0004
	IP Data Repository
	Centralized IP database should be accessible to global teams in real-time.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0005
	Status Tracking
	Inventors should be able to check real-time status of their submitted IDs/patents without SME involvement.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0006
	Inventor Rewards Tracking
	Portal should provide visibility into inventor reward status for approved patents.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0007
	Invoice Automation
	Invoice processing should be automated by US Finance team, reducing cycle time from 30 to <10 days.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0008
	Reporting & Dashboard
	System should generate reports and dashboards (e.g., number of IDs filed, invoices pending, patents granted) for stakeholders.
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0009
	User Roles & Permissions
	Portal should provide role-based access (Inventors, SMEs, Finance, Managers, Admins).
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	FR0010
	Notifications & Alerts
	System should send automated email/portal notifications for key events (submission confirmation, approval status, invoice completion).
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes






Document- 5- BRD Template
Business Requirement Document (BRD)
Project Name: Emerson Portal – IP Workflow Automation
Project ID: EP-001
Version ID: 1.0
Author: Ruchita Pawar (Business Analyst)
Date:

1. Introduction
The Emerson Portal project aims to automate the Intellectual Property (IP) workflow within Emerson. The current process is manual, fragmented, and heavily dependent on SMEs, leading to inefficiencies and delays. The new portal will streamline invention disclosures, automate invoice processing, provide inventor self-service, and enable global access to IP data.

2. Business Objectives
· Automate IP workflow and reduce manual effort.
· Enable inventor self-service for ID/patent updates and rewards.
· Centralize IP data for global accessibility.
· Reduce invoice cycle time from 30 days to <10 days.
· Provide dedicated Patent Search access for engineers to reduce SME dependency.
· Improve inventor satisfaction and transparency in the IP process.

3. Current Challenges / Problem Statement
· IP data stored in Excel → difficult to maintain due to continuous changes.
· Manual invoice processing takes ~30 days and 5–6 steps.
· Inventors rely on SMEs for ID/patent status updates.
· No centralized global access to IP records.
· Multiple redundant templates/emails for ID submission.
· Engineers depend on SMEs for prior-art checks before submitting IDs.

4. Proposed Solution
· Implement an Anaqua-based IP Portal to automate ID submissions and tracking.
· Provide centralized IP data repository accessible globally.
· Enable Patent Search feature within the portal for engineers.
· Automate invoice processing with direct US team involvement.
· Provide dashboards, notifications, and reports to stakeholders.
· 
5. Functional Requirements
	Req ID
	Requirement Description
	Priority

	FR001
	Users must be able to securely login to the portal.
	High

	FR002
	Inventors must be able to submit new IDs via the portal instead of Word/email.
	High

	FR003
	Engineers must be able to perform worldwide Patent Search before ID submission.
	High

	FR004
	Portal must provide a centralized IP data repository accessible by global teams.
	High

	FR005
	Inventors must be able to track real-time status of their IDs/patents.
	High

	FR006
	Portal must provide inventor rewards tracking.
	Medium

	FR007
	Portal must automate invoice processing to reduce cycle time from 30 to <10 days.
	High

	FR008
	Portal must generate dashboards and reports for stakeholders.
	Medium

	FR009
	System must enforce role-based access (Inventors, SMEs, Finance, Managers, Admins).
	High

	FR010
	Portal must send automated notifications/alerts for key updates.
	Medium



6. Non-Functional Requirements (NFRs)
· Performance: System must support 500+ concurrent users without performance degradation.
· Security: Role-based access control, SSL encryption, secure APIs for Patent Search.
· Usability: Simple and intuitive UI for inventors and engineers.
· Scalability: Must support addition of new modules (e.g., analytics, future integrations).
· Compliance: Must comply with global IP and data security standards.

6. Stakeholder Analysis

	Stakeholder
	Role
	Responsibility
	Influence

	Inventors/Engineers
	End Users
	Submit IDs, perform Patent Search
	High

	SMEs
	Subject Matter Experts
	Validate disclosures, reduce manual work
	High

	Pune IP Team
	Operations Team
	Manage IP data, process records
	High

	US Finance Team
	Invoice Processors
	Automate and validate invoice workflow
	High

	BU Leaders/Managers
	Approvers
	Approve submissions and track reports
	High

	Global IP Teams
	Collaborators
	Access global data and reports
	Medium

	IT Team
	Support Team
	Infrastructure, deployment, maintenance
	Medium



8. Assumptions & Constraints
· Assumptions:
· Engineers will adopt the Patent Search feature to reduce SME dependency.
· Adequate training will be provided to inventors, SMEs, and finance teams.
· Constraints:
· Project budget capped at ₹10,00,000.
· Implementation timeline: 9 months.
· Dependency on third-party patent APIs (USPTO, WIPO).

9. Risks & Dependencies

· Risks:
· User resistance to adopting the portal.
· Training gaps leading to low adoption.
· Integration challenges with existing systems.
· Dependencies:
· Availability of global IP team for testing.
· US Finance team readiness for invoice automation.
· Third-party patent database API availability.

10. Success Criteria
· ≥90% reduction in invoice processing time.
· 95% inventor adoption of portal-based ID submission.
· 100% global IP team access to centralized data.
· ≥90% of engineers use portal Patent Search before submitting new IDs.
· Improved inventor satisfaction (survey feedback).

11. Approvals
	Role
	Name
	Signature
	Date

	Project Sponsor
	
	
	

	Project Manager
	
	
	

	Business Analyst
	Ruchita Pawar
	
	









Q.1) Document Revisions
	Date
	Version Number
	Document Changes

	
	
	Initial Draft

	
	
	Added BRD Sections

	
	
	Updated Use Cases

	
	
	Final Draft for Review

	
	
	Incorporated feedback



Q.2) Approvals
	Role
	Name
	Title
	Date

	Project Sponsor
	
	
	

	Business Owner
	
	
	

	Project Manager
	
	
	

	System Architect
	
	
	

	Development lead
	
	
	

	User Experience Lead
	
	
	

	Quality Lead
	
	
	

	Content Lead
	
	
	



Q.3) RACI Chart for this document
RACI Chart – IT Side (Project Stakeholders)
	Name
	Position
	R
	A
	C
	I

	Ruchita Pawar
	Business Analyst
	Yes
	
	Yes
	

	Project Manager
	PM
	
	Yes
	
	

	Developers
	Dev Team
	Yes
	
	Yes
	

	Testers
	QA team
	Yes
	
	Yes
	

	IT Architect
	Architect
	
	
	Yes
	

	Vinita Karande
	SME
	
	Yes
	
	Yes



RACI Chart – Client Side (Business Stakeholders)
	Name
	Position
	R
	A
	C
	I

	IP Coordinators
	Business Stakeholder
	Yes
	Yes
	
	

	Inventors/ Engineers
	End User
	Yes
	
	Yes
	

	BU Leaders
	Business Unit Leads
	
	
	Yes
	

	US Finance team
	Finance stakeholder
	Yes
	Yes
	
	

	Global IP team
	Global Stakeholder
	
	
	Yes
	

	Senior Management
	Sponsor
	
	
	
	Yes





Q.4) Introduction
4.1) Business Goals
Ans. 
Organization Goals:
· Automate the Intellectual Property (IP) workflow to reduce manual effort and inefficiencies.
· Provide a centralized, globally accessible IP data repository.
· Empower inventors with self-service features for invention disclosure submissions, status tracking, and rewards.
· Streamline invoice processing and reduce cycle time from ~30 days to <10 days.
· Enhance transparency, reduce dependency on SMEs, and improve inventor satisfaction.
· Provide engineers with direct access to patent search within the portal to ensure novelty validation and reduce redundant submissions.
Organization Need:
The current IP environment is manual, fragmented, and highly dependent on SMEs.
· Inventors rely on coordinators/SMEs for disclosure status updates.
· Invoice processing is time-consuming (around 30 days).
· Global teams lack direct access to centralized IP data.
· Prior-art checks require SME involvement, causing delays and workload burden.

4.2) Business Objectives
To provide an IT solution for:
         E-Learning Management System (LMS):
· Provide a centralized platform for training and knowledge sharing.
· Offer self-paced learning modules, quizzes, and certifications.
· Enable tracking of employee learning progress and compliance training completion.
· Support video lectures, document uploads, and interactive sessions.

4.3) Business Rules
Ans. The following organization policies, procedures, and rules & regulations will govern the proposed IT solution:
1. Data Security & Access Control
· Only authorized users can access the system using secure login credentials.
· Role-based access must be enforced (e.g., Admin, HR, Employee, Manager, Inventor).
· Sensitive data (employee records, IP data, invoices) must be encrypted in storage and transmission.
2. Compliance & Regulatory Requirements
· All data handling must comply with applicable IP protection policies, labor laws, GDPR, and company legal guidelines.
· Training modules in the LMS must comply with internal compliance requirements (e.g., ethics, safety, code of conduct).
3. Standard Operating Procedures (SOPs)
· All invention disclosures and HR activities must follow defined workflows (submission → review → approval → tracking).
· Invoice approvals must be completed within defined SLAs (<10 days).
· Employees must complete mandatory training within stipulated timelines.
4. Audit & Reporting
· System must generate audit trails for all key actions (submissions, approvals, payments, status updates).
· Periodic reports must be available to management for compliance, HR analytics, and project monitoring.
5. System Usage Rules
· Users must not share login credentials.
· Any misuse of the portal or LMS (e.g., falsifying attendance, bypassing workflows) will lead to disciplinary action per HR policies.



4.4) background
The project was initiated in response to significant challenges in the existing business processes. Currently, the Intellectual Property (IP) workflow is highly manual, fragmented, and time-consuming.
· Intellectual Property (IP) Process Issues:
· Inventors depend heavily on SMEs for patent/invention disclosure (ID) status updates.
· Submission of IDs is handled via Word templates and email, causing redundancy and delays.
· Invoice processing involves multiple manual steps and takes approximately 30 days.
· Global IP teams lack centralized access to data stored in local Excel files.
· Engineers rely on SMEs for prior-art checks before submitting IDs.
Expected Benefits of the Proposed Solution:
· Automation of IP submissions, invoice processing, and disclosure status tracking.
· Centralized IP repository accessible globally.
· Reduction of manual workload, improved efficiency, faster turnaround times, and higher stakeholder satisfaction.

4.5) Project Objective
Ans. The overall objective of this project is to develop an integrated IT solution that automates and streamlines core organizational processes, ensuring efficiency, transparency, and accessibility across all stakeholders.
High-Level Goals:
· Automate Intellectual Property (IP) workflow including invention disclosure submissions, patent status tracking, invoice processing, and patent searches.
Alignment with Business Objectives:
· Reduce manual effort and eliminate fragmented processes.
· Enhance global accessibility to data and systems.
· Shorten invoice processing cycle time from ~30 days to <10 days.
· Improve employee productivity, compliance adherence, and inventor satisfaction.
Requirements for Interaction with Other Systems:
· Integration with third-party Patent Databases/APIs (USPTO, WIPO) for prior-art searches.
· Seamless connectivity with finance systems for automated invoice handling.
· Secure global access via VPN and Single Sign-On (SSO) authentication.

4.6) Project Scope
Ans. The scope of this project is to design, develop, and implement an integrated IT solution that automates and centralizes core organizational processes. The following components are in scope:
Intellectual Property (IP) Workflow Automation
· Online submission of Invention Disclosures (IDs) via portal.
· Centralized repository of IP data accessible to global teams.
· Real-time tracking of disclosure/patent status and inventor rewards.
· Automated invoice processing, reducing cycle time from 30 days to <10 days.
· Patent Search feature enabling engineers to conduct prior-art searches independently.
Out of Scope:
· Legacy systems not identified for migration.
· Customizations beyond defined business requirements.
· Post-implementation support beyond the agreed maintenance period.

4.6.1) In Scope Functionality
Ans. The following functionalities will be delivered as part of the current project:
· Intellectual Property (IP) Portal
· Online submission of Invention Disclosures (IDs).
· Centralized IP repository with global access.
· Real-time status tracking for disclosures, patents, and inventor rewards.
· Automated invoice processing to reduce cycle time (<10 days).
· Patent Search functionality for engineers to conduct prior-art checks.

4.6.2) Out Scope Functionality
Ans. The following functionalities are not included in the current project:
· Migration of all legacy/archived HR and training data older than the last 3 years.
· Integration with external third-party HRMS/LMS systems not listed in requirements.
· Advanced predictive analytics or AI-based features (future phase consideration).
· Multilingual support beyond English (future enhancement).
· Post-implementation support and long-term maintenance beyond the agreed warranty period.
· Custom features requested outside the approved Business Requirements Document (BRD).

Q.5) Assumptions
Ans. The following assumptions have been considered while defining the requirements for this project:
1. User & Stakeholder Assumptions
· All stakeholders (Inventors, SMEs, HR team, Finance team, Managers, Employees) will be available for timely requirement gathering, testing, and feedback sessions.
· End-users will adopt the new portal, mobile app, HRMS, and LMS after proper training.
· Adequate user training will be provided to ensure smooth transition from manual to automated systems.
2. Technical Assumptions
· The organization will provide required infrastructure (servers, VPN, network bandwidth, cloud/storage if applicable).
· Integration with third-party systems (Patent Databases, Payroll Systems, Finance Systems) will be technically feasible and supported by vendors.
· Mobile applications will support the latest versions of Android and iOS.
3. Project Execution Assumptions
· Requirements defined in the BRD will remain stable with minimal changes.
· The project will follow the agreed methodology (Waterfall).
· SMEs and IT teams will be available to support development and testing activities.
· Project will be completed within the defined timeline (9 months) and budget (₹10,00,000).
4. Data & Security Assumptions
· All data to be migrated (IP data, HR records, training records) will be accurate, complete, and validated before migration.
· Role-based access control and authentication mechanisms will be implemented.
· Users will comply with organizational IT security policies.

Q.6) Constraints
Ans. The following constraints must be considered for the project:
1. Time Constraints
· Project duration is limited to 9 months, with defined timelines for each phase (Requirements, Design, Development, Testing, UAT, Deployment).
· Any delays in stakeholder availability (Inventors, SMEs, HR, Finance) may directly impact delivery timelines.
2. Budget Constraints
· The project budget is capped at ₹10,00,000.
· Additional features, integrations, or scope changes beyond the approved BRD must go through change control and budget approvals.
3. Technical Constraints
· Solution must be compatible with existing IT infrastructure and approved enterprise technologies (servers, VPN, Anaqua tool, databases).
· Integration is limited to predefined third-party systems (Patent Databases, Finance tools, Payroll systems).
· Mobile app functionality restricted to Android and iOS only.
4. Resource Constraints
· Availability of skilled resources (BA, Developers, Testers, SMEs, Trainers) is limited and will be allocated part-time.
· Dependency on US Finance team and Global IP team for testing and adoption.
5. Regulatory & Policy Constraints
· All processes must comply with IP regulations, labor laws, data privacy (GDPR), and organizational IT security policies.
· Access and usage must align with role-based access policies and audit requirements.

Q.7) Risks
Ans. 
	Risk ID
	Risk Description
	Likelihood
	Impact
	Handling Strategy

	R1
	User resistance – Employees, inventors, or engineers may resist adopting the new portal, HRMS, LMS, or mobile apps.
	Medium
	High
	Mitigate: Conduct training sessions, awareness programs, and provide user support.

	R2
	Training gaps – Inadequate training may result in low adoption and misuse of the system.
	Medium
	High
	Avoid: Prepare detailed training materials and provide mandatory training before go-live.

	R3
	Integration challenges – Difficulty in integrating Anaqua, HRMS, LMS, and Finance systems with existing IT infrastructure.
	High
	High
	Mitigate: Perform early integration testing, engage vendor support, allocate buffer time.

	R4
	Budget overrun – Additional scope or feature requests may exceed the allocated ₹10,00,000.
	Medium
	Medium
	Transfer: Use change management process and escalate to steering committee.

	R5
	Delays in stakeholder availability – Global IP team/US Finance team not available for timely testing or UAT.
	Medium
	High
	Mitigate: Plan well in advance and align calendars with stakeholder availability.

	R6
	Incomplete or inaccurate data migration – Historical IP/HR records may be inconsistent, leading to data errors.
	Low
	High
	Mitigate: Perform data validation and cleansing before migration.

	R7
	Security risks – Unauthorized access, data breaches, or misuse of sensitive IP/HR data.
	Medium
	Very High
	Avoid: Implement encryption, VPN access, role-based controls, and regular audits.

	R8
	Third-party dependency – Patent search APIs, payroll systems, or external tools may not deliver expected support.
	Medium
	High
	Accept/Mitigate: Have backup processes/manual alternatives during downtime.

	R9
	Limited mobile compatibility – App performance issues on older Android/iOS versions.
	Medium
	Medium
	Accept: Provide minimum OS version requirements and communicate to users.



7.1 Technological Risks
· Integration challenges with Anaqua, HRMS, LMS, and Finance systems may delay project timelines.
· Patent search APIs (USPTO/WIPO) may not be fully reliable or may cause incomplete results.
· Mobile application compatibility issues with older Android/iOS devices.
· Risk of cybersecurity threats if proper encryption, VPN, and role-based access are not enforced.
Strategy: Mitigate through early integration testing, vendor collaboration, implementing strong IT security policies, and defining minimum supported OS versions.

7.2 Skills Risks
· Limited availability of skilled Anaqua developers, HRMS/LMS specialists, and integration experts.
· Dependency on SMEs for requirement validation and UAT.
· Lack of experienced trainers may affect user adoption.
Strategy: Mitigate by cross-training internal teams, hiring contract experts, and preparing detailed user manuals/training modules.

7.3 Political Risks
· Changes in management priorities could impact funding or scope.
· Shifts in global IP regulations or labor compliance laws may affect system design.
· Organizational restructuring could delay resource allocation.
Strategy: Transfer risk to project sponsors for strategic decisions; Mitigate by aligning project objectives with long-term organizational goals.

7.4 Business Risks
· If the project is canceled, manual processes (Excel, email, 30-day invoices) will continue, leading to inefficiency and dissatisfaction.
· Failure to implement may cause loss of competitive advantage in IP management and employee engagement.
· High dependency on SMEs will persist, leading to bottlenecks.
Strategy: Avoid by securing strong executive sponsorship and demonstrating ROI.

7.5 Requirements Risks
· Requirements may be incompletely captured during elicitation due to limited stakeholder availability.
· Risk of scope creep if additional features are requested mid-project.
· Misinterpretation of user needs (e.g., inventors vs. engineers vs. HR) may cause rework.
Strategy: Mitigate through Requirement Traceability Matrix (RTM), stakeholder sign-offs, and regular reviews.

7.6 Other Risks
· User resistance to adopting new systems (portal, HRMS, LMS, mobile app).
· Training gaps leading to poor adoption and errors.
· Cultural/language barriers in global teams impacting adoption.
· Data migration risks – inaccuracies in historical data could affect reporting.
Strategy: Mitigate by providing continuous training, communication campaigns, and thorough data validation before migration.

Q.8) Business Process Overview
Ans. 
The overall business process is designed to automate and streamline core organizational workflows. The project will follow a phase-wise approach, and each phase ensures smooth transition from manual processes to automated solutions.
1. Intellectual Property (IP) Workflow Automation
· Invention Disclosure Submission → Inventor submits ID online via the portal (web or mobile).
· Review & Tracking → SMEs/managers review submissions, status is auto-updated in the portal.
· Patent Search → Engineers use the built-in Patent Search tool to validate novelty before submission.
· Invoice Processing → Automated routing of invoices to US Finance team; cycle time reduced to <10 days.
· Global Access → IP data stored in centralized repository accessible to all global teams. 

8.1) Legacy System (AS-IS)
Brief Explanation:
Currently, the Intellectual Property (IP) process is managed through manual, fragmented systems that are inefficient, time-consuming, and error-prone.
· Intellectual Property (IP):
· Inventors prepare Invention Disclosure (ID) using Word templates.
· Submissions are sent via email to SMEs/Coordinators.
· SMEs update status manually in Excel sheets.
· Engineers depend on SMEs for prior-art/patent searches.
· Invoice processing takes ~30 days, requiring 5–6 manual steps.
· Global teams lack centralized access to data (Pune office maintains records locally).

8.2) Proposed Recommendation (TO-BE)
Ans. Objective:
To address the challenges identified in the legacy (AS-IS) system and improve overall efficiency, accuracy, and user experience, the following recommendations are proposed.
Recommended Process:
1. Centralized Data Management:
· Implement a single, centralized database for all records to reduce data redundancy and inconsistencies.
· Ensure real-time updates and access control based on user roles.
2. Automated Workflow:
· Introduce automation for repetitive tasks such as approvals, notifications, and status tracking.
· Reduce manual errors and save time for employees.
3. Enhanced User Interface:
· Develop an intuitive interface that allows easy navigation, search, and retrieval of information.
· Include dashboards and reports for quick insights.
4. Integrated Communication & Collaboration:
· Enable seamless communication between departments via the system (comments, alerts, task assignments).
· Improve collaboration and faster decision-making.
5. Security & Compliance:
· Implement robust access control, audit trails, and data encryption to ensure compliance with company policies and legal regulations.
6. Reporting & Analytics:
· Provide advanced reporting and analytics tools to generate actionable insights.
· Enable monitoring of KPIs and identification of process bottlenecks.

Q.9) Business Requirements
Ans. Objective: To capture and document the specific business needs identified from stakeholders to ensure the proposed system meets business goals efficiently. The requirements are categorized by priority and area of functionality for clarity and ease of tracking.

1. Functional Requirements
These define the specific behaviors, functions, or tasks the system must perform.
	Req ID
	Requirement Description
	Priority
	Area/Module
	Reference

	FR001
	Users must be able to login using unique credentials
	High
	User Management
	Use Case: User Login

	FR002
	System should allow creation, editing, and deletion of records
	High
	Data Management
	Use Case: Record Management

	FR003
	Automated notifications for approvals and deadlines
	Medium
	Workflow Automation
	Use Case: Notification

	FR004
	Generate standard and custom reports
	Medium
	Reporting & Analytics
	Use Case: Reporting

	FR005
	Role-based access to different modules
	High
	Security
	Use Case: Access Control



2. Non-Functional Requirements
These specify criteria related to system performance, reliability, usability, and compliance.
	Req ID
	Requirement Description
	Priority
	Category
	Reference

	NFR001
	System must handle 500 concurrent users
	High
	Performance
	Tech Specs

	NFR002
	Data backup and recovery within 1 hour
	High
	Reliability
	Tech Specs

	NFR003
	User interface must be intuitive and responsive
	Medium
	Usability
	UI Guidelines

	NFR004
	Compliance with company security policies
	High
	Security
	Security Guidelines

	NFR005
	Response time for any query < 3 seconds
	Medium
	Performance
	Tech Specs



3. Traceability Matrix (Optional)
A traceability matrix ensures each requirement can be traced throughout the project lifecycle—from design to testing to UAT.
	Req ID
	Design Doc
	Development Task
	Test Case ID
	UAT Status

	FR001
	D1
	T1
	TC001
	Pending

	FR002
	D2
	T2
	TC002
	Pending



Tips for completeness:
· Include links to use case documents, mockups, and other reference materials for clarity.
· Categorize requirements by priority (High, Medium, Low) to help stakeholders understand critical vs. optional features.
· Keep the traceability matrix updated throughout the project to track implementation and testing.

10.) Appendices
Ans. Objective: The appendices provide supplementary information, supporting documents, and references that are relevant to the project but not included in the main sections. They serve as a resource for stakeholders to gain additional context or clarification.
1. Glossary of Terms
	Term
	Definition

	BRD
	Business Requirements Document

	RTM
	Requirements Traceability Matrix

	UAT
	User Acceptance Testing

	KPI
	Key Performance Indicator



2. Reference Documents
	Document Name
	Description
	Link/Location

	Use Case Documentation
	Detailed scenarios of system interactions
	Link

	AS-IS Process Flow
	Current legacy system workflow
	Link

	TO-BE Process Flow
	Recommended system workflow
	Link

	Technical Specifications
	Hardware, software, and performance requirements
	Link



3. Stakeholder Contact List
	Name
	Role
	Department
	Contact Information

	John Doe
	Project Sponsor
	IT
	john.doe@example.com

	Jane Smith
	Product Owner
	Business
	jane.smith@example.com



4. Templates and Forms
· Requirement Gathering Template
· Meeting Minutes Template
· Test Case Template
· Issue/Change Request Form
5. Supporting Diagrams
· AS-IS Process Flow Diagram
· TO-BE Process Flow Diagram
· Use Case Diagrams
· Entity Relationship Diagrams (ERD)

10.1)
Ans. List of Acronyms
	Acronym
	Full Form
	Description / Use in Project

	BRD
	Business Requirements Document
	Captures detailed business requirements for the project

	RTM
	Requirements Traceability Matrix
	Tracks requirements throughout design, development, and testing

	UAT
	User Acceptance Testing
	Final testing phase where users validate system meets requirements

	KPI
	Key Performance Indicator
	Metrics to measure project or process performance

	SME
	Subject Matter Expert
	Expert consulted for domain-specific knowledge

	RFP
	Request for Proposal
	Document sent to vendors to solicit proposals for project work

	AS-IS
	Current State
	Represents the existing system or process

	TO-BE
	Future State
	Represents the proposed system or process

	IT
	Information Technology
	Department responsible for implementing and supporting systems

	SLA
	Service Level Agreement
	Defines expected service standards between stakeholders



10.2) 
Ans. Glossary of Terms
	Term
	Definition / Description

	Business Requirements
	The specific needs and objectives that the system must fulfill to satisfy stakeholders.

	Functional Requirements
	The detailed behaviors, functions, or tasks the system must perform.

	Non-Functional Requirements
	Criteria specifying system performance, usability, security, and compliance standards.

	Stakeholder
	Any individual, group, or organization affected by or having an interest in the project.

	Use Case
	A scenario describing how users interact with the system to achieve a specific goal.

	Traceability Matrix
	A tool used to track requirements throughout the project lifecycle from design to UAT.

	User Acceptance Testing (UAT)
	The process where end-users validate that the system meets their requirements and is ready for deployment.

	AS-IS Process
	The current workflow or system in place before implementing the new solution.

	TO-BE Process
	The proposed workflow or system that addresses the limitations of the AS-IS process.

	KPI (Key Performance Indicator)
	A measurable value used to evaluate the success or performance of a process or system.

	Workflow Automation
	The process of automating repetitive tasks and approvals to improve efficiency.

	Centralized Data Management
	Storing all project or system data in a single location for accuracy, consistency, and accessibility.

	SME (Subject Matter Expert)
	An individual with specialized knowledge in a specific domain, consulted during requirement gathering or validation.



10.3) 
Ans. Related Documents
This section lists documents that are related to the project and provide additional context, reference, or supporting information. These documents help stakeholders understand the project requirements, processes, and deliverables more clearly.
	Document Name
	Description
	Location / Link

	Business Requirements Document (BRD)
	Captures detailed business requirements, including functional and non-functional requirements.
	[Link or repository location]

	Requirements Traceability Matrix (RTM)
	Tracks each requirement from identification through design, development, testing, and UAT.
	[Link or repository location]

	Use Case Documentation
	Details specific scenarios of system interactions for various user roles.
	[Link or repository location]

	AS-IS Process Flow
	Current state process diagrams and workflow documentation for legacy system.
	[Link or repository location]

	TO-BE Process Flow
	Proposed future state process diagrams and workflow documentation.
	[Link or repository location]

	Technical Specifications Document
	Hardware, software, performance, and security requirements for system implementation.
	[Link or repository location]

	UAT Test Cases
	Test scripts and scenarios for user acceptance testing.
	[Link or repository location]

	Meeting Minutes / Action Logs
	Records of stakeholder discussions, decisions, and follow-ups during project lifecycle.
	[Link or repository location]

	Training Materials
	User manuals, guides, and training presentations for end-users.
	[Link or repository location]





