CR Barath Narayanan – Prep 3 Part 2 – Answers
Question 1 – what is the difference between brainstorming and JAD sessions? – 3 marks. 
	Aspect 
	Brainstorming 
	JAD (Joint Application Development)

	Purpose 
	To generate a wide range of ideas or solutions 
	To gather detailed system requirements creatively

	Participants 
	Small group of team members or stakeholders 
	Users, analysts, developers, and a trained facilitator

	Format
	Informal, unstructured, free-flowing
	Structured, agenda-driven sessions with defined roles

	Output
	List of ideas or possible solutions
	Detailed system requirements, models, and agreements




















Question 2: why document analysis is one of the compulsory technique we use in project? Justify – 3 marks 
1. Document analysis is a crucial technique used in project management because it provides valuable insights, information, and context that are essential for project success. 
2. Understanding requirements: contain valuable information about project objectives, scope and expectations. 
3. Quality assurance: documents include quality standards, guidelines, procedures that define expectations for project deliverables. 






















Question 3: in which context we will use reverse engineering? – 3 marks. 
It is the process of extracting knowledge of design information from anything man made and reproducing it or reproducing anything based on extracted information. 
There are two categories of reverse engineering: 
1. Black box reverse engineering: the system or product is studied without examining its internal structure. 
2. White box reverse engineering: the inner working of the system or product is studied. 
Purposes: 
1. Understanding legacy systems: 
a. When documentation is missing or outdated, reverse engineering helps analyse and understand the structure and functionality of existing software. 
2. System modernisation and integration: 
a. It is used when updating or integrating old systems with new technologies to extract requirements and logic from the current system.
3. Recovering lost information: 
a. If the original design or source code is lost, reverse engineering helps to recreate specifications or models for maintenance or redevelopment. 












What is the difference between Brainstorming and Focus Groups? - 3 Marks
	Aspect 
	Brainstorming 
	Focus group 

	Purpose
	To generate a wide range of creative ideas or solutions
	To gather feedback, opinions, and insights on a specific topic

	Structure
	Less structured; encourages free thinking
	Structured; guided by a facilitator with predefined questions

	Participants
	Team members or stakeholders
	Selected users or target audience representatives
























Observation Technique – Explain both Active and Passive approaches - 3 Marks
Observation is a technique used by Business Analysts to understand existing processes by watching users perform tasks in their real environment.
	Approach
	Active Observation
	Passive Observation

	Definition
	The analyst interacts with users during the observation
	The analyst silently observes without interacting

	Involvement
	High – asks questions, clarifies actions
	Low – just watches and takes notes

	Use Case
	When deeper insights are needed in complex tasks
	When unbiased, natural user behaviour needs to be captured






















How do you conduct the Requirements Workshop- 3 Marks
A Requirements Workshop is a structured meeting where stakeholders and the business analyst collaborate to define, refine, and finalize requirements. The key steps include:
	Step
	Description

	Planning
	Identify objectives, select participants, prepare agenda and necessary materials.

	Facilitation
	Conduct the workshop by leading discussions, encouraging participation, and capturing requirements.

	Documentation & Follow-up
	Document all gathered requirements, validate them with stakeholders, and share minutes for confirmation.






















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 – 6Marks
Context of Using Interview Technique:
A Business Analyst (BA) conducts interviews when there is a need to:
· Understand stakeholder needs, expectations, and pain points
· Gather detailed requirements from Subject Matter Experts (SMEs)
· Explore new business processes or changes in existing systems
· Clarify vague or conflicting requirements
Approaches in Conducting Interviews:
	Type
	Description

	Structured
	Predefined set of questions asked in a fixed order. Suitable when specific information is needed.

	Unstructured
	Open conversation with few or no predefined questions. Encourages free-flowing discussion to explore topics deeply.



Open-Ended vs Closed-Ended Questions:
	Type of Question
	Description
	Example

	Open-Ended Questions
	Encourage detailed responses and explanations.
	"Can you describe how the billing process works?"

	Closed-Ended Questions
	Can be answered with a short or single-word response (Yes/No, numbers).
	"Do you approve the invoices manually?"









Questionnaire Technique – Where we will use? Give one example – 6 Marks
The Questionnaire Technique is used by Business Analysts to collect information from a large group of stakeholders, especially when:
1. Time or location constraints prevent face-to-face interaction
2. Standardized information is needed across different user groups
3. Responses need to be compared or analysed statistically
4. The BA needs both qualitative (opinions, suggestions) and quantitative (numbers, choices) data  
It is effective in the requirements elicitation phase for gathering broad insights, validating needs, or prioritizing features.
Example:
Suppose a BA is gathering requirements to improve a hospital management system. The BA can send a questionnaire to doctors, nurses, administrative staff, and pharmacists with questions like:
1. "How satisfied are you with the current patient registration process?" (Closed-ended, rating scale)
2. "What improvements would you suggest in medication tracking?" (Open-ended)














How to Sort the Requirements – Where we will use? Give one example - 5 Marks
Sorting requirements is done during the Requirements Analysis and Prioritization phase. It helps Business Analysts organize, categorize, and prioritize requirements to:
1. Identify the most critical needs
2. Plan phased implementation
3. Allocate resources effectively
4. Ensure stakeholder expectations are managed
How to Sort the Requirements:
	Criteria
	Purpose

	Business Priority
	High, Medium, Low – based on impact on business goals

	Requirement Type
	Functional, Non-functional, Technical, Regulatory

	MoSCoW Method
	Must Have, Should Have, Could Have, Won’t Have for now

	Risk or Complexity
	Sorted by implementation risk, technical difficulty

	Stakeholder Group
	Based on who requested or benefits from the requirement



In a project to develop an e-learning platform for nursing students, the requirements might be:
1. Must Have: User login, course video upload, quiz module
2. Should Have: Certificate generation, analytics dashboard
3. Could Have: Live chat with tutors
4. Won’t Have (for now): Mobile app version









Prioritise the Requirements – –Where we will use? Give one example - 5 Marks
Prioritizing requirements is done during the Requirements Analysis and Planning phase. It helps Business Analysts and stakeholders decide which requirements should be implemented first based on their value, urgency, and feasibility.
We use it when:
1. Budget or time is limited
2. Requirements are conflicting
3. A phased or iterative development approach is followed (e.g., Agile)
4. Decisions are needed on what to include in the MVP (Minimum Viable Product)
How to Prioritize:
1. MoSCoW: Must Have, Should Have, Could Have, Won’t Have (for now)
2. 100-Point Method: Stakeholders distribute 100 points across requirements
3. Kano Model: Classify as Basic, Performance, or Delight features
4. Value vs. Effort Matrix: Compare business value against implementation effort
For a Hospital Appointment Booking System, requirements may be prioritized as:
1. Must Have: Patient registration, appointment booking, doctor schedule view
2. Should Have: SMS reminders, patient history view
3. Could Have: Chat with doctor, integration with health wearables
4. Won’t Have (for now): AI-based appointment suggestions












Weekly status reporting – How we will drive? 5 Marks
Weekly status reporting is used to track project progress, highlight risks or issues, and keep stakeholders informed regularly. It ensures transparency, accountability, and timely decision-making.
How to Drive Weekly Status Reporting:
Define Format and Frequency: Decide the structure (dashboard, summary report, or email) and fix a weekly schedule.
Collect Updates: Gather inputs from team members based on key reporting points:
1. What have you been working on recently?
2. What have you accomplished this week?
3. What are your top priorities for next week?
4. What challenges or risks do you foresee?
Highlight Key Metrics: Include % completion, deliverables vs milestones, and project health indicators.
Identify Risks & Issues: Capture blockers, dependencies, and their impact along with mitigation suggestions.
Share with Stakeholders: Circulate the report and discuss it in review meetings to align and take corrective actions.
Weekly Status Report Example:
· What have you been working on recently?
· Conducted stakeholder interviews with doctors and administrative staff to gather functional requirements for the patient registration and billing modules.
· Started drafting the BRD (Business Requirements Document).
· What have you accomplished this week?
· Finalized and documented requirements for the appointment scheduling module.
· Completed the AS-IS process mapping for patient discharge workflow.
· Shared the draft BRD with the technical team for initial review.
· What are your top priorities for next week?
· Conduct a requirements validation workshop with key stakeholders.
· Finalize TO-BE process flows for billing and discharge modules.
· Begin preparing the functional specification document (FSD).
· What challenges or risks do you foresee?
· Delay in availability of senior doctors for validation meetings could push timelines.
· Potential misalignment between user expectations and system capabilities during process redesign discussions.


























Meeting Minutes Document – prepare one Sample -5 Marks
	Meeting Title
	Requirements Gathering – Hospital Management System

	Date
	26th June 2025

	Time
	11:00 AM – 12:30 PM

	Venue
	Conference Room 2 / Microsoft Teams

	Facilitator
	Sharma (Business Analyst)

	Attendees
	Dr. Rajesh (CMO), Mr. Arvind (Admin Head), Mr. Ravi (IT Lead), Mr. Sharma (BA)

	Agenda
	1. Discuss current patient registration and billing process
2. Identify pain points and improvement areas
3. Capture initial functional requirements

	Discussion summary
	1. Patient Registration Process: Manual data entry causes delays and duplication
2. Billing Workflow: Lack of integration with diagnostic and pharmacy leads to errors
3. Reporting Requirements: Doctors need department-wise patient visit reports in real time
4. User Access & Roles: Current system allows unrestricted access to sensitive patient records

	Decisions Made
	1. Automate patient registration using Aadhaar or hospital ID scanning
2. Billing module must support integration with lab and pharmacy
3. Reports to be auto-generated weekly for department heads

	Due Date 
	1. Share draft requirement document - 30th June 2025 – responsible: Mr Sharma 
2. Schedule next workshop with IT & Nursing - 2nd July 2025 

	Next Meeting Details
	

	Meeting Title
	Functional Requirements Validation – Hospital Management System

	Date
	2nd July 2025

	Time
	11:00 AM – 12:30 PM

	Location
	Conference Room 1 / Microsoft Teams

	Expected Attendees:
	1. Mr. Sharma (BA)
2. Dr. Rajesh (Chief Medical Officer)
3. Mr Kumar (IT Head)
4. Mr. Arvind (Admin Head)
5. Sr. Nurse Supervisor (Nursing Representative)
6. Lab & Pharmacy In-charge


























Change Tracker – Document - – prepare one Sample -4 Marks
This document helps in tracking all changes made to key project documents, ensuring version control and approval from relevant stakeholders.
	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved By

	20-Jun-2025
	v1.0
	Initial draft of Business Requirements Document
	Sharma
	Business Analyst
	[Signature]
	Mr. Arvind – Admin Head

	24-Jun-2025
	v1.1
	Added billing workflow section based on stakeholder input
	Sharma
	Business Analyst
	[Signature]
	Dr. Rajesh – CMO

	27-Jun-2025
	v1.2
	Revised patient registration process and added role-based access
	Sharma
	Business Analyst
	[Signature]
	Mr Kumar – IT Head 

















Difference between Traditional Development Model and Agile Development Models – 8 Marks
	Aspect
	Traditional Development Model
	Agile Development Model

	Approach
	Linear and sequential (e.g., Waterfall)
	Iterative and incremental

	Project Phases
	Each phase (requirement, design, development, testing) is completed one after another
	Phases are repeated in short cycles (sprints/iterations)

	Flexibility
	Rigid – Changes are difficult once development begins
	Highly flexible – Changes can be made at any stage

	Customer Involvement
	Low – Customer is involved mainly at the beginning and end
	High – Continuous collaboration with stakeholders

	Delivery
	Final product is delivered at the end of the project
	Working software is delivered at the end of each iteration

	Feedback
	Comes late, after project is completed
	Continuous feedback in every sprint

	Risk Management
	High risk of failure if requirements are misunderstood early
	Lower risk – Early testing and feedback reduce uncertainties

	Best Suited For
	Projects with well-defined, unchanging requirements
	Projects with evolving requirements and need for fast delivery
















What reports Accounts Departments will generate (minimum 5 reports) – 10 Marks
1. Approved Loans Report
a. Purpose: Shows all loans that have been approved.
b. Details Included:
i. Employee Name & ID
ii. Loan Amount Approved
iii. Date of Approval
iv. EMI Amount
v. Tenure (months/years)
vi. Total Interest Payable
vii. Repayment Start Date
2. Rejected Loans Report
a. Purpose: Lists all loans that were rejected along with the reasons.
b. Details Included:
i. Employee Name & ID
ii. Date of Loan Request
iii. Requested Amount
iv. Reason for Rejection
v. Department-wise rejection summary (HR/Accounts)
3. Monthly EMI Deduction Report
a. Purpose: Tracks EMI deductions from employees’ salaries each month.
b. Details Included:
i. Employee Name & ID
ii. Loan ID
iii. EMI Amount
iv. Deduction Date
v. Balance Amount
vi. Missed/Delayed EMI Flags (if any)
4. Outstanding Loans Summary
a. Purpose: Shows total outstanding loan amounts.
b. Details Included:
i. Employee Name & ID
ii. Total Loan Sanctioned
iii. Total Repaid
iv. Outstanding Principal
v. Remaining Tenure
5. Loan Defaulters Report
a. Purpose: Highlights employees who missed EMI payments or defaulted.
b. Details Included:
i. Employee Name & ID
ii. Missed EMI Count
iii. Total Outstanding
iv. Last Payment Date
v. Remarks/Follow-up Actions

























What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? – 5 Marks
· Subject Line
· Loan Application Status – Rejected
· Greeting
· Dear [Name],
· Opening Statement
· Thank you for submitting your loan application under the Employee Loan Management System.
· Body – Reason for Rejection
· After reviewing your application in coordination with the Accounts Department, we regret to inform you that your loan request has been rejected due to the following reason(s):
· [Specific Reason – e.g., Insufficient salary eligibility, Existing outstanding loan, Incomplete documentation, etc.]
· Closing Statement
· We understand this may be disappointing, but we encourage you to review the reasons and reapply if your situation improves or if the required conditions are met. For any clarification or further assistance, feel free to reach out to the HR team at [Contact Details].
· Sign-off
· Warm regards,
[HR Executive Name]
HR Department
TTS Company










What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved? – 5 Marks
· Subject Line
· Loan Application Status – Approved
· Greeting
· Dear [Employee Name],
· Opening Statement
· We are pleased to inform you that your loan application submitted under the Employee Loan Management System has been approved.
· Body – Approval Details
· Below are the key details of your approved loan:
· Loan Amount Approved: ₹[Amount]
· Tenure: [X months/years]
· Monthly EMI: ₹[Amount]
· Interest Rate: [Rate]%
· Repayment Start Date: [Date]
· Salary Deduction: Automatic deduction will begin from the above date.
· Please review the attached Loan Terms and Conditions and Repayment Schedule.
· Call to Action
· Kindly confirm your acceptance by replying to this mail or signing the attached agreement within [X] working days. The loan disbursal process will begin after your confirmation.
· Closing Statement
· Should you have any queries, feel free to contact the HR or Accounts Department.
· Sign-off
· Warm regards,
[HR Executive Name]
HR Department
TTS Company






Design a sample report on the Loans applications Received by the accounts department – 8 Marks
· Report Title: 
· Loan Applications Received – Summary Report
· Department: 
· Accounts Department, TTS Company
· Report Period: 
· 01-May-2025 to 31-May-2025
· Generated On: 
· 01-June-2025
· Prepared By: 
· Accounts Executive – Payroll & Loans
	#
	Employee ID
	Employee Name
	Department
	Loan Amount Requested (₹)
	Date of Request
	Status
	Remarks

	1
	EMP1024
	Ravi Kumar
	IT
	1,50,000
	02-May-2025
	Approved
	Approved – repayment starts 01-Jun

	2
	EMP1145
	Sneha Reddy
	Finance
	2,00,000
	05-May-2025
	Rejected
	Insufficient salary eligibility

	3
	EMP1098
	Arjun Mehta
	HR
	75,000
	07-May-2025
	Approved
	EMI starts 01-Jun-2025

	4
	EMP1172
	Sharma
	Marketing
	1,00,000
	12-May-2025
	Rejected
	Existing outstanding loan

	5
	EMP1010
	Nisha Verma
	Operations
	1,80,000
	15-May-2025
	Pending
	Awaiting HR verification



Report Summary:
1. Total Applications Received: 5
2. Approved: 2
3. Rejected: 2
4. Pending: 1
Remarks:
1. The approved applications are forwarded for EMI deduction setup.
2. Rejected applicants have been notified with reasons.
3. Pending applications will be reviewed upon HR clearance.


























Which reporting Tools we will use for generating reports. – 5 Marks
· Microsoft Power BI
· Purpose: Interactive dashboards and visual analytics
· Features: Drag-and-drop interface, real-time data refresh, export to PDF/Excel
· Use Case: Monthly EMI trends, loan approval rates, outstanding loan charts
· Microsoft Excel
· Purpose: Tabular reporting, calculations, and filters
· Features: Pivot tables, charts, formulas, conditional formatting
· Use Case: Loan application summary reports, EMI deduction statements
· Crystal Reports
· Purpose: Detailed, formatted business reports from databases
· Features: SQL-based data extraction, custom layouts, export options
· Use Case: Approved/rejected loan reports with signatures, audit reports
· Tableau
· Purpose: Data visualization and analytics
· Features: Dashboard creation, real-time collaboration, mobile access
· Use Case: Visual insights into employee loan usage across departments
· SQL Server Reporting Services (SSRS)
· Purpose: Server-based report generation from enterprise databases
· Features: Scheduled reports, role-based access, drill-down views
· Use Case: Scheduled reports to Accounts/HR managers on loan status

