Waterfall Model Documents
Waterfall Project – 1 Part – 1 
Document 1 – Business case document template
Question 1 – Why is this project initiated?
Answer: This project is initiated to overcome the long-standing challenges of manual report preparation at UBIXA testing lab. Currently, reports are created using Word and Excel formats, which is repetitive, error-prone, and very time-consuming. Customers frequently face delays in receiving reports, and staff members spend excessive time searching through register books or multiple folders to find old data. The manual process also leads to formatting issues, repeated work, and inefficiency in tracking monthly reports. By implementing a centralized Material Testing Software (MTS), the organization aims to digitize the reporting process, improve accuracy, standardize report formats, and deliver reports on time. This initiative will enhance operational efficiency, improve overall data management, reduce repetitive manual tasks, and significantly increase customer satisfaction and trust in the lab’s services.

Question 2 - What are the current problems?
Answer: 
· All customer details are stored in physical registers, making searching and tracking extremely time-consuming.
· Report analysts copy–paste material report templates, which often causes formatting errors like font mismatches and table misalignments.
· If a letter contains multiple materials such as steel, cement, or sand, the report preparation process must be repeated multiple times manually.
· Urgent or old customer reports are difficult to locate because everything is managed in different registers or folders without a proper digital system.
· There is no efficient monthly tracking system, so managers struggle to know how many reports were prepared or pending.
· Delayed reporting and unprofessional formatting lead to reduced customer satisfaction and trust in the lab’s services.

Question 3 – With this project how many problem could be solved?
Answer: The Material Testing Software will solve most of the identified problems in the current manual process:
· Eliminate manual registers with digital inward entry, ensuring customer details are stored systematically and easily accessible when required.
· Provide standardized report templates, so every report follows professional formatting without font mismatches, alignment issues, or manual editing errors.
· Enable instant search and retrieval of reports, allowing quick access to urgent customer data or old reports without wasting time.
· Automate monthly dashboards for tracking, which will show how many customer letters were received, how many reports prepared, and overall productivity.
· Reduce delays and repetitive tasks, ensuring reports are prepared faster, workflow becomes smoother, and customer satisfaction significantly improves.
Question 4 – What are the resources required?
Answer: 
· People:  Project Manager – Mr. Sanatan  
                Developer – Mr. Rushikesh senior, Mr. Shivam, Mrs. Sneha 
                Tester – Mr. Shubham
                Network Admin – Mr. Nikhil
                DB Admin – Mr. Pratik
                Business Analyst – Chetan 
· Time: The project is estimated to be completed within six months, including requirement gathering, design, development, testing, training, and final deployment.
· Budget: A total budget of ₹15,00,000 is required, which includes ₹5,00,000 for software, ₹2,00,000 for hardware, and ₹8,00,000 for training and services.
· Other: Third-party software evaluations, documentation, training sessions, and technical reviews are also required for ensuring accuracy and smooth implementation.

Question 5 – How much organizational change is required to adopt this technology?
Answer: The Material Testing Software will require a moderate level of organizational change in UBIXA lab. At present, employees are dependent on manual registers and Excel/Word reports, which has been their practice for many years. Moving to a digital system means staff members must be trained to perform inward entries, use standardized templates, and search customer details within the software.
Managers, who earlier relied on manual registers and summaries, will now depend on dashboards that show real-time data such as customer letters, prepared reports, and productivity. Some resistance may be expected in the beginning, as employees are comfortable with the old process, but this can be handled with proper communication, structured training, and continuous user support.
Overall, the change is manageable. With management guidance and training, employees will adapt quickly, leading to smoother operations, accurate reporting, and improved decision-making.

Question 6 – Time frame to recover ROI?
Answer: The expected time frame to recover the return on investment (ROI) is around 12 to 18 months. The software will reduce repetitive manual work, improve accuracy, and generate reports much faster. If a customer urgently needs a report, it can even be delivered on the same day, which was not possible earlier. This will increase customer trust and attract new clients. As operational costs reduce and efficiency grows, UBIXA will recover its investment within the planned period.







Question 7 – How to identify Stakeholders?
Answer: Stakeholders are individual or groups who have an interest in the project or will be affected by its outcomes.
For this project, 
Primary Stakeholder:
Report analysts – Mr. Samir, Mr. Roshan, Mrs. Pooja  
Technicians – Mr. Pantawane, Mr. Jadhav  
Ubixa Manager’s – Mr. Piyush, Mr. Saurabh 
Customers – Submit materials for testing and expect timely, professional, and accurate reports.
Secondary Stakeholder:
IT Team – Project manager (APT IT Solutions Team, Project manager, Developers, Testers, etc.) 
Government/Regulatory Bodies – Ensure reports comply with standards and regulations, though they do not use the system daily.
Decision-making stakeholders are UBIXA senior management/Project Sponsor  – Mr. Ujwal, as they approve the project budget, resources, and overall success criteria.




























Document 2 – BA Strategy 

Question 1 – What Elicitation techniques to apply.
Answer: 
· Interviews: One-on-one discussions with report analysts, technicians, and managers will help understand their daily challenges, exact needs, and expectations, ensuring requirements are gathered directly from people using or managing the reporting process.
· Workshops: Interactive group sessions with stakeholders will be conducted to finalize important aspects such as inward entry forms, standardized reporting templates, search functionality, and dashboards, allowing alignment between business and technical teams.
· Document Analysis: Careful study of existing registers, Excel reports, and Word templates will provide insight into current workflows, reveal inefficiencies, and help identify missing elements or gaps that need to be addressed in the new system.
· Brainstorming: Collaborative idea-sharing sessions with stakeholders will generate innovative solutions for report automation, instant search options, and dashboards, helping the project team design features that improve speed, accuracy, and customer satisfaction.


Question 2 – How to do Stakeholder Analysis RACI/ILS.
Answer: RACI Stands for Responsible, Accountable, Consulted and Informed.
   RACI helps defines the roles and responsibilities of each stakeholder across project activities. 

	RACI
	Name of the Person
	Designation

	Responsible
	Mr. Chetan
	Business Analyst

	
	Mr. Rushikesh, Mr. Shivam, Mrs. Sneha
	Java Developer 

	
	Mr. Shubham
	Tester

	Accountable
	Mr. Sanatan
	Project Managers

	
	Mr. Ujwal
	Project Sponsor

	Consulted
	Mr. Samir, Roshan Mrs. Pooja
	Report Analyst 

	
	Mr. Piyush, Saurabh
	Ubixa Manager’s

	
	Mr. Shubham
	Tester

	Informed
	Mr. Rushikesh, Mr. Shivam, Mrs. Sneha
	Java Developer 

	
	Mr. Piyush, Saurabh
	Ubixa Manager’s

	
	Mr. Samir, Roshan Mrs. Pooja
	Report Analyst



ILS: Influence, Legitimacy and Support

	Stakeholder
	Influence
	Legitimacy 
	Support

	Project Sponsor
	High 
	High
	High

	User/Report Analyst
	Medium 
	Medium 
	Low

	Ubixa Managers
	High
	Medium
	Medium




Question 3 – What Documents to write.
Answer: 
             a) Business Case Document (BCD)
b) Stakeholder list with RACI Matrix
c) BA Approach Strategy
d) Elicitation plan
e) Business Requirement Document (BRD)
d) Software Requirement Specification (SRS)
e) Use case diagram and specifications
f) Requirement Traceability Matrix (RTM)
g) UAT plan and feedback sheet
h) Change Request document 
i) Minutes of meetings (MOM)

Question 4 – What process to follow to sign off on the documents?
Answer: In the Waterfall model, the Business Analyst follows a structured process to get documents signed off. First, the documents are shared with stakeholders, followed by review meetings to ensure requirements are clear and complete. Feedback from stakeholders is carefully collected and necessary updates are made in the document. Once finalized, the updated version is circulated for confirmation. Finally, the Business Analyst sends the approved version to the client for official sign-off, generally through formal email communication.

Question 5 – How to take approvals from the client
Answer:           
· First, the Business Analyst shares the prepared document with the client for review.
· Conduct a short meeting to clearly explain key points, ensuring the client understands requirements and scope.
· Collect client’s feedback and update the document wherever necessary.
· Share the revised version again for validation and final confirmation.
· Obtain formal approval through the client’s email confirmation, which serves as an official sign-off and record for the project.


Question 6 – What communication channels to establish n implement.
Answer:
Email: For formal communication, document sharing and approvals
Zoom/Google meet: Virtual meeting and client review
Phone calls: Urgent discussion and clarifications
Minutes of meetings: Record decision, action point and follow ups.
Whatsapp: Quick coordination and communication with internal team.


Question 7 – How to handle change request.
Answer:  If any stakeholder requests a change after the requirements are finalized, I will follow this change request process:
· Document the requested change in the Change Request Register with complete details.
· Analyze its impact on project scope, cost, timeline, and existing documents.
· Discuss feasibility with the Project Manager and development team.
· If approved, update BRD, SRS, and RTM accordingly.
· Obtain formal client approval for the revised documents.
· Communicate the change to all stakeholders and monitor its implementation closely.

Question 8 – How to update progress of the project to the stakeholders
Answer: 
             Weekly status report – Shared through email with clear details on completed, on-going and      pending task.
Project dashboard – Showing percentage progress, timelines and upcoming miles.
Regular review meetings – Conduct via Zoom/Google Meet or person to explain progress and resolve doubts. 
Minutes of meetings (MOM) – Confirm what was agreed or delay.
Quick updates via Whatsapp – For coordination and daily updates with the internal team.

Question 9 – How to take signoff on the UAT – Client Project Acceptance Form).
Answer: I follow this step to take signoff on UAT
· Conduct UAT session with client and explain all test cases.
· After UAT session record the all feedback and ensure all issues are resolved.
· Once the Client gives confirmation, I will share the UAT Sign off form.
· Take approval through email as official confirmation of acceptance.
· This sign off documents will be saved in the project file for future audits.









Document 3 – Functional Specifications.
	Project Name 
	Material Testing Software

	Customer Name 
	Ubixa Testing Lab

	Project Version
	1.0

	Project Sponsor 
	Mr. Ujwal

	Project Manager 
	Mr. Sanatan

	Project Initiation date
	28 August 2025



	Req. ID
	Req. Name
	Req. Description
	Priority

	FR0001
	Login
	User should be able to securely log in to the system to access features.
	8

	FR0002
	Inward Entry
	Report Analyst should be able to record letter details (project name, client name, material, test type, letter date, letter no., contact no., etc)
	10

	FR0003
	Standard Report Templates
	System should provide proper predefined templates for each material type (cement, steel, sand, etc.) with all required test fields included.
	8

	FR0004
	Report Preparation
	System should allow analysts to enter test readings and generate standardized reports.
	10

	FR0005
	QR Code on Reports
	Each generated report should display a unique QR code at the top corner, enabling mobile scan to view digitally.
	6

	FR0006
	Search & Retrieval
	Users should be able to search old customer reports or letters quickly using filters.
	9

	FR0007
	Export Report
	Users should be able to export reports in PDF format.
	7

	FR0008
	Print Report
	Users should be able to print reports.
	8

	FR0009
	Report Correction/Update
	After the report is printed, if any changes occur, those changes should be in the report.
	7

	FR0010
	Dashboard
	System should provide automated monthly dashboards for reports and productivity tracking.
	8

	FR0011
	User Management
	Admin should be able to create, update, or deactivate user accounts.
	7

	FR0012
	Data Backup
	System should store reports securely with backup to avoid data loss.
	6




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

	FR0001
	Login
	User should be able to securely log in to the system to access features.
	Yes
	Pending 
	No
	Yes 
	Yes
	Yes

	FR0002
	Inward Entry
	Report Analyst should be able to record letter details (project name, client name, material, test type, letter date, letter no., contact no., etc)
	Yes
	No
	No
	Yes
	Yes
	Pending

	FR0003
	Standard Report Templates
	System should provide proper predefined templates for each material type (cement, steel, sand, etc.) with all required test fields included.
	Pending
	No
	No
	No
	No
	Pending

	FR0004
	Report Preparation
	System should allow analysts to enter test readings and generate standardized reports.
	Yes
	Yes
	Yes
	Pending
	No
	Pending

	FR0005
	QR Code on Reports
	Each generated report should display a unique QR code at the top corner, enabling mobile scan to view digitally.
	No
	Pending
	Pending
	Pending
	Pending
	No

	FR0006
	Search & Retrieval
	Users should be able to search old customer reports or letters quickly using filters.
	Yes
	Yes 
	Yes
	Yes 
	No
	Pending

	FR0007
	Export Report
	Users should be able to export reports in PDF format.
	Yes
	No
	No
	No
	No
	Pending

	FR0008
	Print Report
	Users should be able to print reports.
	Yes
	No
	No
	No
	No
	No

	FR0009
	Report Correction/Update
	After the report is printed, if any changes occur, those changes should be in the report.
	No
	No
	No
	No
	No
	No

	FR0010
	Dashboard
	System should provide automated monthly dashboards for reports and productivity tracking.
	Yes
	Yes
	Yes
	Yes
	Pending
	Pending

	FR0011
	User Management
	Admin should be able to create, update, or deactivate user accounts.
	Yes
	Yes
	Yes
	Pending
	No
	No

	FR0012
	Data Backup
	System should store reports securely with backup to avoid data loss.
	No
	No
	No
	No
	No
	No
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4.      Introduction 
4.1.      Business Goals
The business goal of the Material Testing Software (MTS) project is to transform the existing manual reporting process at UBIXA Testing Lab into a fully digital and automated system. Currently, the organization depends on Excel sheets, Word templates, and physical registers for recording customer letters, storing test results, and preparing final reports. This process is highly repetitive, error-prone, and consumes significant time and effort. Mistakes in formatting, delays in searching customer records, and late report delivery have resulted in reduced efficiency and customer dissatisfaction.
The organization needs to adopt a centralized solution that eliminates these challenges by digitizing the entire workflow. By introducing MTS, UBIXA will be able to capture customer details during inward entry, automatically link them to required test types, and generate reports through standardized templates. This ensures professional, accurate, and uniform report formats without repeated copy–paste efforts.
One of the key goals is to improve the speed and reliability of report preparation. If a customer urgently requires a report, the system should support same-day report generation, which was not possible in the manual system. This directly contributes to higher customer satisfaction and retention, while also attracting new clients through efficient service delivery.
Another important goal is to provide management visibility into lab operations. Automated dashboards will allow managers to track how many letters were received, how many reports were prepared, and the overall productivity of staff. These insights will help management take better business decisions and plan resources effectively.
In summary, the business goal is to enhance efficiency, accuracy, and professionalism in report preparation, strengthen customer relationships, and achieve long-term growth by adopting digital transformation in UBIXA Testing Lab.

Need:
· Replace manual registers with digital inward entry.
· Standardize reports for accuracy and professionalism.
· Deliver faster reports, including urgent same-day requests.
· Provide dashboards for management decision-making.
· Improve customer satisfaction and business growth.







4.2.      Business Objectives
To provide an IT solution for the UBIXA Testing Lab that will:
· Develop a centralized Material Testing Software for digitizing report preparation and replacing manual Excel/Word processes.
· Enable inward entry of letters with project name, client name, letter date, and material/test type selection.
· Provide standardized report templates to eliminate formatting issues and ensure professional-quality output.
· Implement a secure digital database to store all customer letters and reports, with powerful search options for quick retrieval.
· Introduce automated dashboards to track monthly inward letters, prepared reports, and productivity.
· Allow urgent reports to be prepared and delivered on the same day, increasing customer trust and satisfaction.
· Support long-term business growth by attracting new clients through reliable, efficient, and transparent reporting services.

4.3.      Business Rules
The following organizational policies, procedures, and rules & regulations will guide the development and use of the Material Testing Software (MTS):
Policies
· All material testing reports must follow UBIXA’s approved format and quality standards.
· Customer information and test results must remain confidential and protected under data security policies.
· Only authorized personnel can access, edit, or approve final reports.
· All project activities must comply with industry regulations and government standards.
Procedures
· Inward entry must include complete details such as client name, project name, letter date, and material/test type.
· Reports must be generated using standardized templates to avoid formatting errors.
· Monthly dashboards will be reviewed by UBIXA Managers for decision-making and performance tracking.
Rules & Regulations
· Every user will have role-based access (Analysts, Technicians, Managers, Admin) with clear responsibilities.
· Report delivery timelines must be strictly followed to ensure customer satisfaction.
· Historical records must be stored securely for future reference and compliance checks.
· Audit logs must be maintained for all entries, modifications, and approvals.


4.4.      Background
· UBIXA Testing Lab has been serving clients and industries for years, mainly using manual registers, Excel sheets, and Word templates.
· This manual process worked well initially, but as workload increased, inefficiencies like report delays, formatting errors, and slow record retrieval became common.
· Urgent customer requests often could not be fulfilled on the same day because manual report preparation consumed extra time and resources.
· Heavy dependence on physical registers and scattered digital files created challenges in tracking customer history and providing accurate updates to management.
· Report Analysts and Technicians wasted more time searching old records instead of focusing on value-added tasks and quality improvements.
· Managers faced difficulties in decision-making due to lack of real-time dashboards showing number of letters received or productivity metrics.
· These inefficiencies increased operational costs, lowered customer satisfaction, and created demand for faster, reliable, and more professional reporting services.
· To solve these issues, UBIXA proposed the Material Testing Software (MTS) to digitize reporting, automate dashboards, improve efficiency, and strengthen client trust.

4.5.      Project Objective
The overall objective of the project is to develop a centralized and automated Material Testing Software (MTS) that eliminates manual reporting inefficiencies and improves service quality. The key objectives are:
1. Digitization of Reporting Process – Replace manual registers, Word, and Excel files with a single digital platform to manage inward entries, test results, and reports.
2. Standardized Report Generation – Create uniform templates to ensure accuracy, remove formatting errors, and maintain professional quality across all customer reports.
3. Faster Report Delivery – Enable the lab to deliver reports more quickly, including same-day generation for urgent customer requests, improving trust and satisfaction.
4. Centralized Data Storage – Maintain a secure database for storing all historical records, making retrieval of old reports fast and reliable.
5. Automated Dashboards – Provide managers with real-time insights on letters received, reports generated, and productivity, supporting better decision-making.
6. Alignment with Business Objectives – Enhance efficiency, accuracy, and customer satisfaction, directly supporting UBIXA’s goal of operational excellence and business growth.
7. System Interaction Requirements – Ensure integration with existing IT infrastructure, role-based access for staff, and compliance with government and industry regulations.
8. Scalability for Future Needs – Build the solution in a way that supports future upgrades, such as integration with client portals or mobile applications.

4.6.      Project Scope
The scope of the Material Testing Software (MTS) project is to design and implement a centralized digital platform that automates the complete process of material testing report preparation and management at UBIXA Testing Lab. The project will cover the following developments:
1. Inward Entry Module – Digital entry of customer letters including project name, client name, material/test type, and date of submission.
2. Report Generation Module – Automated preparation of standardized reports using predefined templates to ensure accuracy, consistency, and professional formatting.
3. Centralized Database – Secure storage and management of all customer data, test results, and historical reports with easy retrieval.
4. Search and Retrieval Functionality – Quick access to old reports and customer records, reducing dependency on manual registers.
5. Dashboard & Analytics – Real-time dashboards for managers to track the number of letters received, reports generated, and overall staff productivity.
6. User Access Management – Role-based access for Report Analysts, Technicians, Managers, and Admin to ensure data security and accountability.
7. Urgent Report Support – Facility to generate and deliver urgent customer reports within the same day.
8. Compliance & Standards – Adherence to industry regulations and organizational reporting policies.

4.6.1.      In Scope Functionality
The following functionalities will be delivered in the current project:
· Digital Inward Entry – Record project, client, date, and test type details digitally, replacing manual registers for better accuracy.
· Standardized Report Templates – Reports will be prepared in predefined formats to ensure consistency, accuracy, and professional quality.
· Centralized Database – Store all customer data, test results, and reports securely, with easy and fast record retrieval.
· Quick Search – Provide search options for analysts and managers to instantly find old reports and customer records.
· Dashboards & Analytics – Real-time dashboards for managers to track letters, reports, and productivity for better monitoring.
· Role-Based Access – Define user roles (Analyst, Technician, Manager, Admin) to ensure security and accountability in the system.
· Urgent Report Delivery – Support urgent customer needs by enabling same-day report preparation and delivery.
· Report Output Options – Allow reports to be exported in PDF or printed directly for client submission.
4.6.2.      Out Scope Functionality
The following functionalities are not included in the current phase of the project and may be considered in future enhancements:
· Customer Self-Entry of Letters and Requests – Customers will not have the facility to directly log in to the application for uploading letters or raising quotation requests. All inward entries will be managed by UBIXA staff only.
· Quotation and Invoice Management – The current project does not include generating quotations, invoices, or billing-related functionalities. These financial processes are excluded from this phase.
· Mobile Application for Customers – Development of a mobile app to enable customers to track requests, download reports, or raise service requests is not part of this scope.
· Integration with Third-Party Systems – No integration with client portals, ERP systems, or external payment gateways will be implemented.
· Automated Notifications – Features like automatic email or SMS notifications for report delivery, status updates, or reminders are not included in the current project.
· Advanced AI Features – AI-driven features such as uploading a scanned image of a customer letter and automatically detecting details like client name, project name, date, and test type are excluded from this phase.
· Multi-Language Support – The software will support English only; translation or regional language support is not part of this version.

5.      Assumptions
The requirements and design of MTS are based on these assumptions:
· Skilled Resources – Report Analysts, Technicians, Developers, and Testers will be available during the project.
· User Adoption – Staff will adopt the new system and attend required training sessions.
· Infrastructure – Necessary hardware, software, and licenses will be ready before implementation.
· Stable Requirements – Most business requirements are captured; no major changes expected during development.
· Management Support – UBIXA management will provide continuous support, approvals, and guidance.
· Data Accuracy – Data from analysts and technicians will be reliable and accurate.
· Compliance – The system will follow government regulations and industry standards.
· System Uptime – Internet and IT infrastructure will remain stable for smooth operations.
· Customer Expectations – Clients will continue to expect timely, professional reports without sudden demand changes.

6.      Constraints
The Material Testing Software (MTS) project will operate under the following constraints:
· Budget Limitation – The total budget is restricted to ₹15, 00,000 covering software, hardware, training, and services. No additional costs will be approved.
· Timeframe – The project must be completed within 6 months, including requirement gathering, design, development, testing, and deployment.
· Resource Availability – Limited number of developers, testers, and analysts are available, which may impact parallel task execution.
· Technology Stack – The system must be developed using the organization’s approved technology stack; use of unapproved tools or platforms is not allowed.
· Regulatory Compliance – The solution must comply with government standards and industry regulations, which may restrict design flexibility.
· Training Dependency – Successful adoption depends on staff attending mandatory training sessions, without which productivity may be affected.
· Data Migration – Existing data from registers, Word, and Excel files must be migrated manually or semi-automatically, which may take extra effort.
· Infrastructure Limitations – Deployment will depend on available servers, internet speed, and existing IT setup of UBIXA.
· Scope Boundaries – Features like customer self-entry, quotation/invoice modules, AI-based automation, and mobile applications are out of scope for the current phase.














7.      Risks
Technological Risks
The Material Testing Software (MTS) project depends on new technology, which may create some risks. These risks are:
1. Compatibility with Current Systems
· Likelihood: Medium
· Impact: High – If software does not work well with existing computers or servers, extra cost and delay may happen.
· Plan: Mitigate – Check technical setup early and make sure everything matches before development.
2. Data Migration Issues
· Likelihood: High
· Impact: Medium – Shifting data from registers, Word, and Excel may cause mistakes or missing records.
· Plan: Mitigate – Move data step by step and cross-check with original files.
3. Performance and Speed Problems
· Likelihood: Medium
· Impact: High – If software becomes slow or cannot handle many reports at a time, customer service will suffer.
· Plan: Avoid/Mitigate – Test system for load and design it to handle more users in future.
4. Cyber security Risk
· Likelihood: Low to Medium
· Impact: Very High – If someone gets unauthorized access, customer data may leak.
· Plan: Mitigate/Transfer – Use passwords, role-based access, data encryption, and consider cyber insurance.









Skill Risks
The success of the Material Testing Software (MTS) depends on having staff with the right knowledge and skills. The main skill-related risks are:
1. Lack of Skilled Developers or Testers
· Likelihood: Medium
· Impact: High – If skilled IT staff are not available, development and testing may slow down.
· Plan: Mitigate – Arrange backup resources or hire temporary experts if required.
2. Limited Knowledge of Report Analysts and Technicians
· Likelihood: Medium
· Impact: Medium – Analysts and technicians may find it difficult to use the new system at the start.
· Plan: Mitigate – Provide hands-on training, user manuals, and demo sessions.
3. Training Time for Staff
· Likelihood: High
· Impact: Medium – Staff may take longer to fully learn the software, which can delay adoption.
· Plan: Accept/Mitigate – Keep extra buffer time for training and provide continuous support.
4. Changing Skill Requirements
· Likelihood: Low to Medium
· Impact: Medium – If new technical skills are needed later, current staff may not be ready.
· Plan: Mitigate – Arrange periodic workshops and stay updated with new technologies.
 










Political Risks
Political and external forces can also affect the success of the Material Testing Software (MTS) project. The main risks are:
1. Change in Government Regulations
· Likelihood: Medium
· Impact: High – New laws or testing standards may require extra changes in the software.
· Plan: Mitigate – Keep track of government updates and design the system in a flexible way for future changes.
2. Policy Change in Data Security or Privacy
· Likelihood: Low to Medium
· Impact: High – If stricter data protection rules come, the software may need new security features.
· Plan: Mitigate – Follow standard security practices and be ready for upgrades.

Business Risks
If the Material Testing Software (MTS) project is delayed, cancelled, or fails to deliver as planned, UBIXA may face several business risks:
1. Continued Manual Workload
· Likelihood: High
· Impact: High – Staff will continue using registers, Word, and Excel, which is time-consuming and reduces productivity.
· Plan: Accept/Mitigate – Keep manual backups but try to optimize processes until automation is done.
2. Customer Dissatisfaction
· Likelihood: Medium
· Impact: High – Without faster digital reports, customers may not get urgent reports on time, leading to complaints or loss of trust.
· Plan: Mitigate – Provide better manual tracking and assure clients of future improvements.
3. Loss of Competitive Edge
· Likelihood: Medium
· Impact: High – Competitors with modern software may provide faster services, attracting UBIXA’s customers.
· Plan: Avoid/Mitigate – Restart automation in future phases and highlights UBIXA’s quality testing.

4. Higher Operational Costs
· Likelihood: High
· Impact: Medium – Manual processes require more staff effort, increasing time and cost for each report.
· Plan: Accept/Mitigate – Control costs by reducing duplication of work and using internal tools.
5. Delayed Decision-Making
· Likelihood: Medium
· Impact: Medium – Without dashboards, managers will lack real-time data, making business planning slower.
· Plan: Mitigate – Continue with manual monthly summaries until software is ready.
 
Requirements Risks
There is always a chance that some requirements may not be captured correctly or may be misunderstood. The main risks are:
1. Incomplete Understanding of Manual Process
· Likelihood: Medium
· Impact: High – If inward entry, report preparation, or current tracking methods are not fully understood, the software may miss important steps.
· Plan: Mitigate – Conduct detailed workshops and cross-check workflows with report analysts and technicians.
2. Unclear Customer Needs
· Likelihood: Medium
· Impact: Medium – If urgent report delivery or specific client expectations are not captured clearly, customer satisfaction may drop.
· Plan: Mitigate – Take direct feedback from customers and include UBIXA managers in requirement validation.
3. Changing Requirements During Project
· Likelihood: High
· Impact: High – If new features like quotation, invoice, or AI automation are requested mid-project, delays and cost overruns may occur.
· Plan: Avoid/Mitigate – Freeze requirements with sign-off and move extra needs to future phases.



4. Dashboard and Reporting Gaps
· Likelihood: Medium
· Impact: Medium – If management dashboards do not capture all needed metrics (e.g., number of letters received, monthly performance), decision-making may be affected.
· Plan: Mitigate – Validate dashboard fields with UBIXA managers before final design.
5. Missed Compliance or Policy Requirements
· Likelihood: Low to Medium
· Impact: High – If government or IS standards are not included in requirements, rework may be needed.
· Plan: Mitigate – Review requirements against policies and regulations before development starts.

Other Risks
Apart from the risks already mentioned, the following additional risks may affect the project:
1. Power or Network Failure
· Likelihood: Medium
· Impact: Medium – If there is a sudden power cut or network downtime, the software may not be accessible.
· Plan: Mitigate – Arrange backup power supply and ensure internet redundancy.
2. Delay in Training Sessions
· Likelihood: Medium
· Impact: Medium – If staff do not attend training on time, adoption of the new system may be slow.
· Plan: Mitigate – Schedule multiple training sessions and provide easy-to-follow manuals.
3. Resistance to Change
· Likelihood: Medium
· Impact: High – Some staff may prefer manual methods and resist moving to digital reporting.
· Plan: Mitigate – Encourage change management, give live demos, and highlight benefits.
4. Budget Overruns
· Likelihood: Medium
· Impact: High – If unexpected costs arise (extra hardware, licenses), total project expenses may exceed the allocated ₹15,00,000.
· Plan: Mitigate/Transfer – Keep contingency funds and get early approval for extra needs.
8.      Business Process Overview
8.1.      Legacy System (AS-IS)
· Customer letters are physically received and entered into registers, which makes the entire inward process slow, unorganized, and increases chances of missing or misplaced records over time.
· Project, client, and test details are written manually in registers, increasing the risk of human error, incomplete information, and difficulty in later reference or validation.
· Reports are prepared in Word and Excel manually by analysts, which is repetitive, consumes more time, and reduces overall productivity of the reporting staff.
· Searching for old reports or customer records requires going through several registers or files manually, leading to wasted time and operational inefficiency.
· Different analysts use different report formats, which creates inconsistencies, formatting errors, and an unprofessional appearance in front of customers.
· Urgent reports cannot always be delivered on the same day because manual preparation takes longer and delays overall customer satisfaction.
· Managers lack a centralized dashboard to track letters, pending reports, or monthly status, making monitoring and decision-making very difficult.
· Overall, the legacy process is repetitive, slow, error-prone, and directly impacts operational efficiency as well as customer satisfaction levels.
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8.2.     Proposed Recommendations (TO-BE)
· Customer letters will be digitally recorded with project, client, date, and test details, replacing slow manual entries.
· Reports will be prepared using standard templates, ensuring consistency, accuracy, and professional formatting.
· Completed reports can be instantly exported as PDF or printed, enabling same-day delivery for urgent needs.
· A centralized dashboard will give managers real-time insights on letters, reports, and productivity.
· Quick search will help staff instantly find old reports or customer records without wasting time.
· Automated processes will reduce repetitive work, allowing staff to focus on quality and timely delivery.
· Faster and error-free reporting will improve customer satisfaction and help UBIXA build stronger client relationships.
· Overall system will increase productivity, accuracy, and transform UBIXA from manual reporting to a modern digital platform.
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9.      Business Requirements  
· Digital Inward Entry – The system must record customer letters with project name, client details, letter date, and test type digitally, replacing manual registers and ensuring accuracy in data entry.
· Standardized Report Templates – Reports should be created using predefined templates to maintain consistency, remove formatting errors, ensure accuracy, and give a professional look across all customer deliverables prepared by analysts.
· Centralized Database – All customer details, test results, and final reports must be stored in a secure centralized database, allowing quick and reliable retrieval of information whenever required.
· Quick Search Functionality – The software must provide an advanced search feature that allows staff and managers to instantly locate old reports, client records, or project data without wasting time.
· Real-Time Dashboard – A centralized dashboard should show managers real-time updates on letters received, reports generated, pending reports, and overall staff productivity for smarter and faster decision-making.
· Report Export Options – Once prepared, reports must be exportable in PDF format or directly printable, enabling fast delivery of customer reports and support for urgent same-day requests.
· Urgent Report Handling – The software must support urgent customer requirements by enabling same-day report preparation and delivery, ensuring timely service and higher levels of customer satisfaction.
· Role-Based Access – Different user roles like Analysts, Technicians, Managers, and Admin must have controlled access to ensure data security, accountability, and compliance with organizational policies.

10.     Appendices
10.1.      List of Acronyms 
	Acronyms
	Description

	MTS
	Material Testing Software

	DB
	Database

	DBA
	Database Administrator

	UI
	User Interface

	QA
	Quality Assurance

	ROI
	Return On Investment

	ERP
	Enterprise Resource Planning

	AI
	Artificial Intelligence 

	PDF
	Portable Document Format




10.2.      Glossary of Terms

	Term
	Definition

	Inward Entry
	Process of recording customer letter details such as project name, client, date, and test type.

	Report Template
	Predefined format used for preparing reports to ensure accuracy and consistency.

	Dashboard
	
	


Centralized screen showing real-time updates on letters, reports, and staff productivity.

	PDF Export
	Option to save or share final reports in Portable Document Format (PDF).

	Role-Based Access
	Security feature that gives access based on user roles like Analyst, Manager, or Admin.




10.3.      Related Documents

	Document Name
	Description
	Reference Link

	Business Requirement Document (BRD)
	Captures overall business needs and objectives 
	BRD Documents

	Functional Specification Document (FSD)
	Define Functional Documents
	FSD Documents

	Requirement Traceability Matrix (RTM)
	Map business requirements to functional and non-functional specification
	RTM Documents

	Process Flow Diagram
	Illustrate AS-IS and TO-BE workflow for MTS enhancements.
	Process Diagram

	Security & Compliance Guidelines 
	Details security policies. 
	Security Documents
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