CAPSTONE PROJECT 3 PART 2

Q.1 what is the difference between Brainstorming and JAD Sessions? 
Ans.
	Brainstorming
	JAD Session

	Brainstorming is a group activity where everyone comes together to discuss strategies for growth and improvement
	JAD (Joint Application Development) used as a technique for developing business system requirement.

	Used in all types of software development methodologies.
	Mainly used in Agile methodologies.

	Quiet late delivery 
	Faster delivery

	Lasts for couple of hours
	JAD sessions last for typically about 3 days




Q.2 Why Document Analysis is one of the compulsory technique we use in a Project. Justify 
Ans.
· Document analysis is a crucial technique used in project management because it provides valuable insights, information, and context that are essential for project success.
· Understanding Requirements- contain valuable information about project objectives, scope, and expectations.
· Document Analysis helps us in focusing the questions we have asked during an interview to client, it helps in understanding what to lookout for.
· Quality Assurance- documents include quality standards, guidelines, and procedures that define expectations for project deliverables.

Q.3 In Which Context we will use Reverse Engineering. 
Ans. Reverse engineering is the process of analysing an existing product, system, or software to understand its design, structure, and functionality—without having the original design documents. Common reasons for reverse engineering include:
· Software maintenance and upgrade.
· Improving product documentation.
· Modernizing of software products.
· Security adaption.
· Fixing product flaws.
· Redesign.
· Competitor intelligence.

Q.4 what is the difference between Brainstorming and Focus Groups.
Ans.
	Aspects
	Brainstorming
	Focus Groups

	Purpose
	To generate a large No. of creative ideas
	To gather opinions, attitude and feedback.

	Participants
	Usually involves internal team members or experts
	Involves selected stakeholders or target users

	Approach
	Informal and open- ended discussion
	Structured discussion led by a moderator

	Output 
	Ideas, concepts and potential solutions
	Detailed feedback observations and suggestions




Q.5 Observation Technique – Explain both Active and Passive approaches.
Ans. Observation techniques are used to gather information by watching and understanding workplace activities. It is used to identify needs and opportunities, understanding business processes, create performance standards, assess solution performance, and facilitate training and development. There are two approaches for observation as stated below:
Active- it is also referred as a noticeable approach, while observing an activity the observer can ask any questions as they occur. Despite this interruption to the workflow, the observer can quickly understand the reasoning and any undocumented processes within the activity.
Passive- it is also referred to as an unnoticeable approach, in this approach the observer does not interrupt the work while the user is performing the work activity. Any questions would be asked once the observation is over. This allows a natural flow of events to be observed without interference by the observer, as well as the measurement of the time and quality of work.

Q.6. How do you conduct the Requirements Workshop
Ans. A workshop can generally be described as a focused event that gathers a representative group of stakeholders to achieve a specific goal within a specific period. The technique is generally used for activities such as planning, discussion, analysis and elicitation, as well as various others.
Requirement Workshop are amongst the most widely used techniques in project management and business analysis. It is also likely to be the most common approach for requirements elicitation. This is because there is no standard structure for the technique.

These are key steps that should be taken when conducting workshops-
· Plan – Decide the goal, invite the right people, and prepare questions.
· Conduct – Discuss requirements, ask questions, and let everyone share ideas.
· Note Down – Write all important points and decisions.
· Review – Go over the notes with the group to confirm everything is correct.



Q.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
Ans. Interview is one of the most important techniques in business analysis. They can be used to verify the facts, clarify ambiguity, trigger enthusiasm, engage end users, and identify requirements, opinions and ideas. It is used to get more information from people in a formal or informal setting by asking questions and documenting the responses.
A Business Analyst uses interviews to gather information directly from stakeholders when:
· Detailed, personal input is needed
· The BA needs to understand roles, problems, or expectations
· Other technique (like documents) don’t give enough clarity.
Approaches to conducting Interviews:-
1. Structured Interview:
· Pre- defined questions
· Same questions for every person
· Easy to compare answers
2. Unstructured Interview:
· Open conversation
· Questions flow naturally
· Good for deep understanding
The difference between Open Ended and Close Ended Questions are as follows:
	Open- ended questions
	Close- ended questions

	Questions that should be answered with long responses
	Questions that should be answered with short responses

	Answers are often descriptive and explanatory
	Answers are often short and factual

	Questions begin with words like how, why, explain, describe etc
	Questions begin with words like is, do, would, what etc

	Easy questions
	Multiple choice questions

	Take a long time to answer
	Can usually be answered quickly






Q.8: Questionnaire Technique – Where we will use? Give one example.
Ans. Definition:-The questionnaire technique is a method of data collection where a set of written or printed questions is given to individuals to gather information about their opinions, behaviour, or characteristics.

Type of Questionnaire Technique:
1. Online Questionnaire
2. Telephone Questionnaire
3. Paper Questionnaire
4. Face-to-to face interview
  Uses of Questionnaire Technique:
  1) Used to collect opinions, preferences, or feedback from a large group of people.
 2) Helps researchers gather data for academic or scientific studies.
 3) It is quick and cost-effective which saves time and money compared to interviews or other methods.
 
Example:
A company wants to launch a new product and conducts a customer satisfaction survey.
They use a questionnaire to users to collect feedback on the products.

Real-world Example: like hotstar survey, YouTube survey, delivery app survey

Q. 9: How to Sort the Requirements – Where we will use? Give one example.

Definition: - Sorting requirements means organizing and prioritizing the collected requirements to make sure the most important ones are addressed first.
This helps in better planning, development, and resource allocation.

Way to Sort the Requirements:
1) Categorize – Group into types: functional, non-functional, etc.
2) Prioritize – Mark as high, medium, or low priority.
3) Group Similar – Merge related or duplicate requirements.
4) Use Tools – Apply methods like MoSCoW or RTM.

Uses of Sorting requirements:-
1) Requirement Analysis Phase – Helps during the early stage of software development.
2) Improves Planning – Helps in setting goals and timelines based on priority
3) Better Resource Allocation – Ensures time and effort are spent on the most important tasks.


Example: A company developing a food delivery app sorts its requirements:
	High Priority: Order placement, real-time tracking, and payment gateway.
	Medium Priority: Ratings and reviews.
	Low Priority: App theme customization.

Q.10: Prioritise the Requirements – –Where we will use? Give one example.

Definition:-Prioritizing requirements means deciding which features or tasks are the most important and should be done first.
This helps the development team focus on the critical parts of a project, ensuring that the most valuable features are completed early.


Where to use:
1) Used in the requirement analysis and planning phase in software development.
2) Helps in time and resources allocation effectively.
3) Helps avoid delays by working on top priorities.


Example:-Developing a banking app requires prioritizing features.
	High priority: Secure login and fund transfer (most important).
	Low priority: Customized themes and chat support (can wait).

Q. 11: Weekly status reporting – How we will drive?

Definition: Weekly status reporting is a process of regularly updating the team and stakeholders on the progress of a project every week.
It helps track work, identify problems early, and keep everyone informed.

Steps to Drive Weekly Status Reporting:

	1) Set a fixed day and time each week to share the report.
	2) Use a simple template showing task updates.
	3) Get updates from the team about progress and issues in the project.
	4) Summarize important points like achievements and risks.
	5) Send the report to everyone involved in the project.
	6) Review the report in a meeting to clarify points, solve problems, and plan ahead.


Q. 12: Meeting Minutes Document – prepare one Sample.

Definition: Minutes of Meeting (Mom) is a formal written document that summarizes the discussions, decisions, and actions taken during a meeting.

Mom is particularly important for tracking project progress, documenting decisions and assigning responsibilities.

	Meeting/Project
Name:
	Print Review Meeting
	
	

	Date of Meeting:
(MM/DD/YYYY)
	25.06.2025
	Time
	12:30pm

	Meeting Facilitator
	Business Analyst
	Location
	Mumbai


 
	Name
	Department
	Email
	Phone

	ABC
	Development Team
	ABC@YAHOO.COM
	9XXXXXX

	Meeting Facilitator
	Technical Team
	ABC@YAHOO.COM
	877XXXX9

	Business Analyst
	Akshay Raj
	Akshayraj33@gmail.com
	99XXXXX



	Meeting Objective:-
1. Discuss status of Sprints
2. Discuss progress report of project
3. Discuss about impediments if any
4. Suggest Solutions



Meeting Agenda:-
	Topic
	Owner

	Decision about the actions and sprints
	Development Team

	Team Decision on WIP items
	Development Team






Q. 13: Change Tracker – Document - – prepare one Sample.

Change Tracker Document is used by the project team to log and track change request made throughout the life of the project.

Importance: This document ensures that all changes are well documented, transparent, and approved by the right people, helping avoid confusion and miscommunication.


	Date
	Change ID
	Requested By
	Description of Change
	Status
	Approved By

	25-Jul 2025
	CH-001
	Client A
	Add OTP verification to login page Project Manager 
	Approved
	Project Manager

	27-Jul-2025
	CH-002
	Developer B
	Change button color to blue
	Approved
	Team Lead

	28-Jul2025
	CH-003
	Tester C
	Add extra validation to form fields
	Pending
	QA Manager







Q.14 Difference between Traditional Development Model and Agile Development Models –
ANS.
	Traditional Software Development
	Agile Software Development

	It is used to develop simple software
	It is used to develop complicated software

	In this methodology, testing is done once the development phase is completed
	In this methodology, testing and development processes are performed concurrently

	It follows a linear organization structure 
	It follows an iterative organizational structure 

	It provides less security
	It provides high security

	Client involvement is less as compared to Agile development
	Client involvement is high as compared to traditional software development

	It provides less functionality in the software
	It provides all the functionality needed by the users

	It supports a fixed development model
	It supports a changeable development model

	It is used by freshers 
	It is used by professionals

	Development cost is less using this methodology
	Development cost is high using this methodology

	It majorly consists of five phases
	It consists of only three phases

	It is less used by software development
	It is normally used by software development.




Q.15:  Explain Brainstorming Technique – Where to use
Ans.
Brainstorming is a group creativity technique used to generate many ideas quickly. It involves team members sharing their thoughts freely without judgment to solve a problem or come up with new ideas.

Where to Use Brainstorming:
1) Requirement Gathering – To collect ideas and features from stakeholders.

2) Problem Solving – To find solutions to technical or design challenges.

3) Project Planning – To come up with tasks, risks, or timelines.

4) Product Design – To create new product ideas or improve existing ones.

5) Process Improvement – To identify ways to improve workflows or systems.

Example:
While designing a new mobile app, the team holds a brainstorming session to gather creative ideas for user-friendly features.


Q. 16 what reports Accounts Departments will generate (minimum 5 reports) 
Ans. Accounts and HR will be reviewing the request and generate various reports and that will be sent to Employees. Following are the reports, which will be generated by an employee.


1. Loan Approval Report: this will be Reviewed and sent by HR department in coordination with Accounts Department.
2. Loan Rejection Report: Here, employee would be informed about the status of the Request, which is rejection in this case.
3. Loan Approval terms and conditions: Once the loan is approved, it will be informed to employee, along with that it will also be communicated the terms and conditions it will have to oblige.
4. Loan Repayment Schedule Report: Here, Numbers are shared with employee about the tenure for which loan is approved, ROI, EMI and tenure for which he will be repaying the loan.
5. Loan Offer Report: In this Report HR Department will inform employee the amount sanctioned by HR Department, tenure and EMI employee will have to bear for.









Q.17. what is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected.
Ans. 
From: aksahrajxxx@gmail.com
To: Kamesh.n@tts.com
Cc: Financedept@TTS.com, HRdepts@TTS.com
Bcc:
Regular loan application number:- AX143RRT
Dear Kamesh,
Good day!
This mail is reference to your loan application No. AX1433RRT. Dated 25.06.2024. we are sorry to inform you that your application has been rejected due to below mentioned reason.

As per the company policy, The employee must finish 1 year for eligibility of loan.

As per our records we noticed that you DOJ is 20.03.2024 and you have not completed 1 year based on the company policy.
Thank you for approaching us. You can re-apply once the set condition is met

Regards,
D Akshay Raj
Senior Executive, HR Department
TTS Company.







Q.18 what is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved.
Ans. 
From: aksahyrajXXX@gmail.com
To: Kamesh.n@tts.com
Cc: Accountsdep.TTS.com,Accountsdep.TTS.com
Bcc:
Regular loan application number:- AX143RRT
Dear Kamesh,
Good day!!
We are pleased to inform that your application No. AX143RRT for 5 lakhs personal loan has been approved from our end

Kindly keep in touch with Abbas from finance department for further process
Regards,
D Akshay Raj
Senior Executive, HR Department
TTS company.














Q. 19 Design a sample report on the Loans applications Received by the accounts department.
Ans. 

	Loan Types
	Application Date
	Loan Approval Status
	Amount
	Tenure
	ROI
	EMI

	Vehicle Loan
	03.06.2025
	Approved
	100000
	18
	10
	11850

	Child Education Loan
	14.06.2025
	Not eligible
	……..
	-
	-
	--

	Home Loan
	10.06.2025
	Not eligible
	……….
	-
	-
	--

	Personal Loan
	01.06.2025
	Approved
	5,00,000
	60
	18
	10,000

	Marriage Loan
	06.06.2025
	Not eligible
	……….
	-
	-
	--







Q. 20: Which reporting Tools we will use for generating reports.

Ans. Several reporting tools are commonly used to generate business and analytical reports are as:-

· Microsoft Power BI – A powerful data visualization and business intelligence tool used for creating interactive dashboards and reports.

· Tableau – Known for its advanced visualization capabilities and ability to handle large datasets efficiently.

· Crystal Reports – A traditional reporting tool used for designing and generating detailed, formatted reports.

· Excel – Still widely used for basic to intermediate-level reporting, especially with pivot tables and charts.

· Google Data Studio (Looker Studio) – A free tool by Google that helps create shareable and interactive reports using various data sources.


Features of some popular tools:-

	Power BI – Features:

	    1) Easy integration with Microsoft tools (Excel, Azure, Teams).
	    2) User-friendly dashboards and reports.
	    3) Uses DAX( Data Analysis Expressions) for data modeling.
	    4) Cost-effective for businesses.
	    5) Built-in AI and natural language queries.

	Tableau – Features:

	    1) Advanced and interactive visualizations.
	    2) Easy drag-and-drop interface.
	    3) Handles large datasets efficiently.
	    4) Real-time data updates.
	    5) Works with many data sources (cloud, SQL, Excel, etc.).
	   
[bookmark: _GoBack]Conclusion:-Power BI is a user-friendly and cost-effective tool that works well with Microsoft products and offers built-in AI features, making it ideal for beginners and business users. Tableau, on the other hand, is known for its advanced data visualizations and ability to handle large datasets, making it better suited for professionals who need powerful, in-depth data analysis.
