                                             CAPSTONE PROJECT -PREP 3 PART 2  
QUESTION 1 -What is the differences between Brainstorming and JAD sessions?
Answer- 
	                       Brain storming 
	JAD (Joint Application Development) 

	1) Brain storming can be done either in groups or Individually The ideas gathered can be reviewed and analyzed. Ideas can come from the users, stake holders.

	1) JAD Technique is an extended, facilitated workshops. It involves in Collaboration stake holders and system analyst to identify the requirements in a concentrated and focused efforts. 


	2) It can come up with Innovative Ideas and efficient ways for the users /stakeholders to define their requirements.
	2) It allows for gathering and consolidating of large amount of information. Disperancies are resolved immediately with aid of the facilitator.

	3) People can’t immediately brainstorm the ideas when required to do so. Some people find brainstorm is difficult than others .
	3) Requires significant planning and scheduling efforts. Requires significant stakeholder commitments of time and efforts. 

	4) Brainstorming Develops, determines, Decides and Establish the products Conducts and wrap ups the sessions 
	4) JAD Defines sessions, conducts meetings, Drafts the documents, Research the products 


Question -2 

 Why Document Analysis is one of the compulsory techniques we use in a 
Project? Justify
Answer- Document Analysis is one of the important techniques for any project.
You may have to document your current systems which could provide you
 some inputs for the new systems. Such documents could  include interface 
details, user manuals, software vendor manuals.

Advantages- Could be   a lot of information and easy to transfer to a new 
system requirements documents. 
Disadvantages –Existing documentation may often be on hold and out of date 
, systems, interfaces, process and reports may have changed out of all 
recognition.
Prepare for document Analysis- Evaluate which existing system and which 
business documentation is relevant and appropriate to study. 
Analyse the documents – Study the material and identify the relevant business 
details. 
Post Document Analysis -Wrap up -Review and confirm the selected details 
With subject matter experts.
Obtain answers to follow up questions.
Document Analysis provides valuable insights, information, contexts, that are 
essential for project success.
Understanding Requirements – Contains valuable information about project 
objectives, scope and expectations. 
Quality Assurance -Documents includes quality standards, guidelines.

Question -3 In Which Context we will use Reverse Engineering? 

Reverse Engineering – It is the process of extracting knowledge or design 

information from anything man made and re-producing it or re-producing 

anything based on the extracted information. These are 2 categories of 

Reverse Engineering  
  
1- Black Box – The system or product is studied without examining its

 internal structure.

2- White Box- The inner working of the system or product is studied.


In situations like where the software for an existing system has little or 

outdated documentation and it is necessary to understand what the system 

actually does, reverse engineering is an Elicitation technique that can extract 

implemented requirements from the software code.
















Question -4 What is the difference between Brainstorming and Focus Groups? –

Answer - 
	             
              Brainstorming 
	         
          Focus groups 

	1) The purpose of brainstorming is to generate ideas and solutions 


2) The participants usually are a diverse group of stake holders.



3) The format is Informal and open-ended Discussion 




4) The outputs are the Ideas, concepts and potential solutions.



5) The Evaluations are the ideas are not judged to fast and Immediately 
	1) The purpose of focus groups is to gather feedbacks and Insights.


2) The participants are representatives’ sample of targets audience or stake holders.

 
3) The format is Semi -structured discussions with moderator.


4) The outputs are detailed feedbacks, observations, suggestions.



5) The Evaluations are the responses analysed for Insights.





Question – 5 Observation Technique – Explain both Active and Passive 

approaches –

Observation – Observation, shadowing users or even doing a part of their job, 

can provide information of existing process, inputs and outputs.

Advantages - 

Useful if the users are not able to clearly explain what they do or them 

requirements for a new system. Can see ideas for improving or removing 

unnecessary activities from the new system.  

Disadvantages – Relatively slow, focused on Existing process rather than the 

new system process. There are two basic approaches for Observation 

Technique 

1- Active /Visible – In this approach, while the business analyst observes 

the current process and takes the notes, he/she may dialog with the 

worker. When the business analyst has the questions as to why 

something is being done as it is, he/she asks the questions right away 

even if it breaks the routine of the person being observed.


2- Passive / Invisible – In this approach, the business analyst observes the 

subject matter expert working through the business routine but do not 

asks any questions. The business analyst writes the notes about what 

he/she sees, but otherwise stays out of the way as if he/she was invisible 

. The business Analyst waits until the entire process has been completed 

before asking any questions. The business analyst should observe the 

business process multiple times to Ensure he/she understands how the 

process works today and why it is working the way it does.
























Question – 6 How do you conduct the Requirements Workshop

Answer – A Requirement workshop is a structured way to capture the 

requirements. A workshop maybe used to scope discover define 

prioritize and reach the closure on requirement for target system.

Well runned workshops are considered one of the most effective ways 

to deliver high quality requirements quickly. They promote trust and 

mutual Understanding and strong communications among the project 

stake holders and the project team and produce deliverables that 

structure and guide future analysis.

1) Prepare for the Requirements Workshop – 

· Clarify the stake holders needs and the purpose of the workshops.

· Identify critical stake holders who should participate in the workshop 

· Define the workshops Agenda 

· Determine what means will be used to document the output of the

 workshop.

· Schedule the sessions.

· Arranging room logistics and Equipment’s

· Sending materials in advance 
2) Co -conduct /Run the requirements Workshop –
             
                    Elicit, analyse, and document requirements
                    Maintains focus by frequently validating the sessions activities with  
                       the workshop’s stated objectives.

                    The facilitator has the responsibilities to -
1) Establish a professional and objective tone for the meeting.

2) Enforce discipline structure and ground rules for the meeting.


3) Introduce the goals and agenda for the meting 

4) Manage the meeting and keep them on the tracks 


5) Ask the right questions and analyse the information
 
6) Ensure that all the stake holders are attending the meeting and having their inputs 


3) Post Requirements workshop Wrap up done by the facilitator – 

1) Follow up on any open action items that were recorded at the workshop 
2) Complete the documentation and distribute it to the workshop attendees and the sponsor. 
QUESTION -7 

 In which context, Interview Technique can be conducted by a BA? How may 

approaches are there in conducting Interviews? (Structured – Unstructured) 

Explain them. Explain the difference between Open Ended Questions and 

Closed ended Questions –

Answer – Interview – Interview is a systematic approach to elicit information
 
from one person to another or a group of people in a formal or informal

 setting by talking to the person – the interviewee, asking relevant questions
 
and documenting the responses. This considers the business analyst in the role 

of the Interviewer.  

Structured Interviews – These are the set of pre -defined questions asked in a 

specific manner. Questions are already planned [ Framed Questions] 

It could be Open Ended and Close Ended: 
Open Ended – Questioning directly without any planning or without any option 
Close Ended – Questioning with Optional Questions with Framing, planned.

Unstructured Interviews- These are the open questions with minimal pre-

defined questions. Asking the questions without any planning.


Question- 8 Questionnaire Technique – Where we will use? Give one 

example?

Answer- Questionnaire – Questionnaire can be useful for obtaining limited 

system requirements detail from the users /stakeholders who have a minor 

input or are geographically remote. The design of the questionnaire and the 

type of the questions is important and can influences the answers, so care is 

needed. 
 
 The questionnaire technique is widely used in research, surveys, and 
evaluations to collect data from individuals in a structured and standardized 
way. It helps gather information on opinions, behaviours, experiences, or 
demographic details.
We use the questionnaire technique, buying habits, and satisfaction levels.
It can send to many hundreds of users at low cost, Good for getting inputs
 from users from long distance away, receives written replies which can be 
easier to work with and analyse, save time typing.




Example 

Human Resources (HR) - To measure employee engagement or job 
satisfaction. 
Example: A company sends out a workplace climate questionnaire:

· Do you feel valued at work?

· Are you satisfied with your current role?

Would you recommend this company to others?

 Question-9   How to Sort the Requirements – Where we will use? Give one 

             Example

Answer -   Requirements – It is the process in which the scattered 

requirements are put together and redundancy is removed. The inner related requirements are linked. Key tasks are –

Define the stakeholders, Identify the business needs and divide them 

functional and non-functional requirements, create group of similar

 requirements, Create supporting aircrafts. Sorting the requirements is a 

crucial step in the requirements

 management process, helping to organise, prioritize, and categorize them for 

 effective analysis and Implementation. 

Sorting is often done during the requirements Elicitation and documentation 

phases of the project.

Based on the functional and non-functional requirements, prioritising, sorting 

user role sorting, time dependency, we can sort the requirements.
Requirements can be sorted based on:

· Type (Functional vs Non-functional)

Stakeholder (User, Business, Technical)

· Feasibility (Easy to implement vs Complex)
We use requirement sorting in software development during the planning phase 
to guide design and implementation.
Example - Functional Requirements (What the system should do)
	Requirement

	Allow users to log in securely

	Enable users to view account balance

	Support fund transfers between accounts

	Generate transaction history reports

	Provide bill payment options


⚙️ Non-Functional Requirements (How the system should behave)
	Requirement

	System should respond within 2 seconds

	Data must be encrypted during transmission

	The app should be available 99.9% of the time

	Support up to 10,000 concurrent users

	Interface should be mobile-friendly




Question – 10 Prioritise the Requirements – –Where we will use? Give one 

Example?

Answer- Prioritize Requirements- It is a critical step in requirements 

management process, helping team to focus on what is important for the 

success of the project. It is typically done based on the factors such as business 

value, impact and dependencies. It is a technique to queuing the requirements  

for the development process. The three main actors are 

1) Customers

2) Developers

3) Business Owners 

Prioritizing the requirements can be done by using MOSCOW Technique-

Must, Should, Could, Would 



Example-   Online grocery shopping application -

Must have – User Registration and login, Browse, the products 

Should have – Multiple payment methods, Order history, Add to cart 

Could have – Rewards and Discounts 
 
Would have – Delivery Information and Product Recommendations. 



Question -11 Weekly status reporting – How we will drive? 

Weekly Status Reporting – It is a structured approach that ensures 

transparency, and continuous progress tracking.

Driving Weekly Status Reporting – 

1) Define Clear Objectives 

2) Choose a Reporting Format 

3) Set a Fixed Schedule 

4) Gather the Inputs 

5) Review and Consolidate
 
6) Share and Present 

7) Follow up

As a BA we have to know What are you Tracking? Who are the 

stakeholders? 

Use the consistent Template 

Use the necessary tools 

Decide the date and Time 

Ensuring everybody is aware of the timelines for submitting updates 

Collecting Inputs from team members or systems 

Focusing on Key Metrics, Deliverables, Blockers and Risks 

Summarize the data into understandable way.

Highlight the Achievements, corrective Actions 

Distribute the reports to the stakeholders
 
Use Feedback to improve future reports 





 



 










Question -12 Meeting Minutes Document prepare one Sample?
It is a written record of everything important that was discussed and decided 
and discussed during the meeting. It serves was an official summary that helps 
participants to stay Informed and be on the same page. It generally Includes 
1) Date, Time, Location of the meeting 

2) Name of the attendees

3) Agenda items discussed
 
4) Key decisions made 

5) Action Items 

6) Next meeting Details 













Sample - 
	                                               Meeting Title -

	Date and Time 

	Location 

	Attendees 

	Agenda 

	Discussion Summary 

	Decision Made 

	Action Made 

	Owner 

	Due Date 

	Agenda Summary 

	                                                         Next Meeting 

	Meeting Title 

	Date and Time

	Location 

	Expected Attendees 
















Question – 13 Change Tracker – Document - – prepare one Sample
Change Tracker Document – It is used to monitor and manage changes in a 
project like scope, requirements, timelines and resources. It is used by the  
project team to log and track change request made throughout the life of the  
project. 

	DATE 
	VERSION NUMBER 
	DOCUMENT CHANGES 
	NAME 
	TITLE
	Sign Ture 

	26-09-2025 





27-09-2025 




28-09-2025  
	CHG-001 



 
CHG-002 



CHG -003 
	Add tele consultation 



Increase data period from 5 years to 10 years 


Add Multilingual support for patient dashboard 
	Priya 




Geetha



Sandhya  
	Medical Director 




Compliance team 


IT development 
	Priya 




Geetha 



Sandhya 







Question -14 Difference between Traditional Development Model and Agile 
Development Models? 

	 
  Aspect 
	Traditional Development Model (Waterfall Model) 
	Agile Development Model (Scrum) 

	Development Approach 

Flexibility and Adaptability 


Project Planning 



Delivery of Software 


Client Involvement 
	Linear and Sequential 


Less adaptable to changes after the project initiation, changes can be costly 


Detailed planning at the projects start, changes may be discouraged 


Entire system developed and delivered at the end of the project 

Limited Involvement during development more at the beginning and end 
	Iterative and Incremental 


Embraces the changes throughout the development process 



Incremental Planning welcomes and accommodates changes, planning done regularly 


Software Delivered in small, functional increments 

Frequent Client collaboration throughout the development process.




Question – 15 Explain Brainstorming Technique – Where to use?

1) Brain Storming - Brain storming can be done either in groups or 

Individually The ideas gathered can be reviewed and analyzed. Ideas can 

come from the users, stake holders. It can come up with Innovative 

Ideas and efficient ways for the users /stakeholders to define them 

requirements. People can’t immediately brainstorm the ideas when

 required to do so. Some people find brainstorm is difficult than others.

Brainstorming Develops, determines, Decides and Establish the products 

Conducts and wrap ups the sessions. Brain storming can be effective way 

to generate lots of ideas on a specific issue and then determine which 

idea is the best solution. Brainstorming is most effective with groups of 8 

to 12 people and should be performed in a relaxed Environment. Usually 

Brainstorming is used in identifying all possible solutions to problems 

and simplify the detail of opportunities.

1) Prepare for Brain storming

2) Conduct Brainstorming session


3) Wrap Up the brainstorming  


Brain Storming is used in Business and product Development 

1) To generate the ideas, marketing strategies, or business models 

2) Education – Classroom Challenges 

3) Software Development -Solutions for Technical Challenges 


4) Event Planning’s 


5) Used in Healthcare, Engineering, Design

Question -16 What reports Accounts Departments will generate (minimum 5 reports) –
Answer - For the Employees Loan Management System at TTS Company, the 
Accounts Department will play a crucial role in tracking, managing, and 
reporting financial activities related to employee loans. Here are five essentials 
reports they would generate:

1. Loan Disbursement Report

· Details of all loans approved and disbursed.

· Includes employee ID, loan amount, disbursement date, and payment mode.

2. Loan Repayment Schedule Report

· Monthly breakdown of repayment amounts for each employee.

· Tracks EMI due dates, paid amounts, and outstanding balances.

3. Salary Deduction Summary

· Shows automatic deductions made from employee salaries for loan repayment.

· Helps reconcile payroll and loan accounts.

4. Loan Outstanding Report

· Lists all active loans with remaining balances.

· Useful for forecasting and financial planning.

5. Loan Rejection Report

· Records all rejected loan applications with reasons.

· Helps HR and management analyse rejection trends and improve policies.
Question – 17 What is the structure of the message/mail communicated from 
the HR department to the employee in case the Loan is rejected? –
Hi Priya, 
Thank you for applying for a loan through the Employee Loan Management 
System. We appreciate your initiative and the trust you’ve placed in the 
program.
After reviewing your application, we’re sorry to let you know that it couldn’t be 
approved at this time.
We understand this may be disappointing, and we’re here to support you. 
You’re welcome to reapply once the criteria are met or the necessary documents 
are submitted. If you’d like to discuss your application or understand the next 
steps, feel free to reach out to us at [HR 810015678].
Thanks again for your interest, and we look forward to assisting you in the 
future.
Warm regards, 
Sangeetha,
Human Resources Department,
TTS Company.




Question -18 What is the structure of the message/mail communicated from 

the HR department to the employee in case the Loan is approved? 

Hi Priya,
We’re pleased to inform you that your loan application submitted on
 25-09-2025 has been approved under the Employee Loan Management System.

Loan Amount: 1,00,000

Approval Date: 27-09-2025 

Repayment Start Date: 02-11-2025
 
     Monthly Deduction: 10,000

Tenure: 12 months 

Interest Rate: 1% 

Loan Account Number –54306521876 

Please review the attached Loan Terms & Conditions and Repayment 

Schedule. If you agree with the terms, kindly confirm your acceptance by 

replying to this email or signing the attached agreement by [Due Date].

Once confirmed, the loan amount will be disbursed and monthly 

deductions will begin automatically from your salary.

If you have any questions or need clarification, feel free to reach out to 

the HR team at 8654302765

Thank you for your continued dedication to TTS Company.
            Warm regards,
            Sangeetha 
            Human Resources Department,
              TTS Company

QUESTION – 19 Design a sample report on the Loans applications Received by   
the accounts Department? 
Answer - Reporting Period: 01–25 September 2025 
               Prepared By: Accounts Team
                 Date: 26 September 2025







	
                  Metric  

	
Value 

	
1) Total applications received 

2) Applications Approved

3) Applications Rejected 

4) Applications Pending 

5)  Total Amount Requested for loan

6) Total amount Approved for Loan  

7) Average Approval Turnaround 
	
30 
18 

7
 5 
 43,50,000

25,70,000


2.5 days 



Loans Approved -60% 
Rejected -23% 
Pending -17% 






Question -20 Which reporting Tools we will use for generating reports?
Answer – Microsoft power BI, Tableau, SAP, Zoho Analytics are used for 
generating reports.

Microsoft Power BI – 
  Interactive dashboards and visual reports
Connects to databases, Excel, cloud services
  Ideal for financial, HR, and operational analytics
Tableau: 
· Advanced data visualization

· Drag-and-drop interface for non-technical users

· Great for trend analysis and executive summaries
SAP:
·   Pixel-perfect, printable reports

·  Strong integration with SAP systems
 
· Suitable for detailed financial and audit reports
Zoho: 
   Cloud-based BI tool with AI-powered insights
   Good for HR, payroll, and employee loan tracking
   Affordable and scalable for growing teams





