Capstone Project 3 Part 2
Question 1- Difference between Brainstorming and JAD Sessions
Answer - 
	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Definition
	A creative group technique to generate ideas quickly.
	A structured meeting involving stakeholders to gather requirements.

	Objective
	To produce a large number of ideas without judgment.
	To finalize requirements through detailed discussion and consensus.

	Participants
	Usually small teams or creative members.
	Business Analysts, Developers, Clients, End Users, and Facilitators.

	Structure
	Informal and unstructured.
	Formal and well-structured with an agenda.

	Output
	List of potential ideas or solutions.
	Documented business requirements or process understanding.



Question 2 - Document Analysis one of the compulsory techniques we use in a project
Answer - Document Analysis is a compulsory and foundational technique in any project because it helps Business Analysts and project teams to:
1. Understand Existing Systems and Processes:
By reviewing current documents like SOPs, process maps, user manuals, policy documents, etc., analysts can understand how things currently work without needing constant input from stakeholders.
2. Identify Gaps and Improvements:
It helps in identifying missing requirements, outdated procedures, or pain points that need attention in the new system.
3. Save Time and Ensure Accuracy:
It provides factual, traceable information from already existing documentation, reducing the chances of misinterpretation or assumption-based errors.
Justification:
Document Analysis provides a baseline understanding of the business and technical environment, ensuring the project starts with accurate, pre-validated data. It is especially useful during early phases of requirement elicitation, process improvement, or system enhancement projects.
[bookmark: _GoBack]Question 3 - In Which Context Will We Use Reverse Engineering?
Answer - Reverse Engineering is used in the context where the existing system or application has limited or no documentation, and the goal is to understand how it works in order to:
1. Understand Legacy Systems:
When an old system is in use but lacks proper documentation, reverse engineering helps analyze the code, screens, and data to reconstruct the requirements and workflows.
2. System Enhancement or Migration Projects:
When upgrading, replacing, or migrating an existing system (e.g., from desktop to web or cloud), reverse engineering is used to extract functionality and logic from the current system.
3. Compliance and Audit:
To ensure that the implemented system complies with industry standards or regulations by analyzing its internal workings.
Question 4 - Difference between Brainstorming and Focus Groups
Answer - 
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate a wide range of creative ideas or solutions.
	To gather opinions, feedback, and perceptions about a product or idea.

	Participants
	Internal team members or stakeholders (creative contributors).
	Selected group of end users or target audience.

	Nature of Session
	Informal and open-ended discussion to encourage free thinking.
	Moderated discussion to gather insights on specific topics.

	Outcome
	A list of ideas, innovations, or potential features.
	Feedback on usability, preferences, expectations, or problems.

	Used In
	Early stages of ideation or problem-solving.
	Requirement validation, user acceptance, or market research.



Question 5 -  Observation Technique
Answer - Observation Technique is a requirement elicitation method where the Business Analyst watches end users interact with a system or process to understand their activities, challenges, and workflow.
1. Active Observation (Participative Observation):
The analyst directly interacts with the users or even performs the tasks alongside them.
Helps in understanding why certain steps are taken.
Useful in uncovering hidden requirements and workarounds not documented.
2. Passive Observation (Silent Observation):
The analyst observes silently without interfering or interacting with the user.
Useful to see the natural flow of work and avoid influencing user behavior.
Helps in identifying actual practices vs. documented processes.

Question 6 -  How do you conduct the Requirements Workshop ?
Answer - Steps to Conduct a Requirements Workshop:
1. Planning the Workshop
Identify objectives (e.g., gather functional requirements, finalize scope).
Select participants: Business users, SMEs, developers, QA, product owner.
Prepare an agenda, tools (like whiteboards or modeling tools), and pre-read materials.
2. Facilitating the Workshop
Start with introductions and workshop goals.
Use techniques like brainstorming, use case walkthroughs, or mockups.
Encourage open discussions, but keep the session focused.
Document key points, decisions, assumptions, and follow-up items.
3. Post-Workshop Activities
Prepare and share minutes of meeting (MoM).
Review and validate captured requirements with participants.
Update requirement documents or user stories.
Question 7 -  In which context, Interview Technique can be conducted by a BA ?
Answer - Context in which Interview Technique is used:
A Business Analyst (BA) conducts interviews when:
Stakeholders have domain knowledge or specific requirements to share.
There's a need to understand user expectations, pain points, or workflow details.
It is necessary to clarify information gathered from documents, workshops, or other sources.
The project is at an early stage and requires high-level understanding from subject matter experts (SMEs), end-users, or business owners.
Approaches in Conducting Interviews:
1. Structured Interviews
Predefined set of questions (like a questionnaire).
Little or no deviation from the prepared list.
Useful for getting specific, consistent information from multiple stakeholders.
Example: Asking a standard list of 10 questions to every department head.
2. Unstructured Interviews
Flexible, conversational style.
Questions evolve based on the direction of the discussion.
Useful when exploring new domains or uncovering unknown requirements.
Example: Casual one-on-one discussion with a user to understand daily workflow.
3. Semi-Structured Interviews (Combination of both)
Some fixed questions, with room to explore topics based on responses.

Question 8 - Questionnaire Technique
Answer - Where is Questionnaire Technique Used?
The Questionnaire Technique is used when a Business Analyst needs to collect quantitative or qualitative data from a large group of stakeholders in a cost-effective and time-efficient manner.
Purpose of the Technique:
To identify user needs, measure satisfaction, or validate assumptions.
Helps in prioritizing features, understanding pain points, or assessing readiness for change.
Project Context: Online Agriculture Products Store
Scenario: Before designing the new product search feature, the BA wants to understand how farmers and distributors currently find products online.
Sample Questionnaire Questions:
How often do you shop for agriculture products online?
What type of products do you search for the most?
Are you satisfied with the current search/filter options available? (Yes/No)
Rate the importance of the following features (1–5):
Search by crop type
Location-based filtering
Product reviews
Any suggestions for improving the product search?

Question 9 - How to Sort the Requirements
Answer - What is Requirement Sorting?
Sorting requirements means organizing and categorizing them based on priority, type, stakeholder, or implementation phase to ensure clarity, focus, and better project planning.
Where Will We Use Requirement Sorting?
Sorting is used during:

Backlog Grooming / Prioritization Sessions in Agile
Requirement Analysis phase in Waterfall
 Release Planning or MVP Definition
Stakeholder Conflict Resolution (to identify must-haves vs nice-to-haves)

How to Sort Requirements:
By Priority – High / Medium / Low
By MoSCoW Rule – Must have, Should have, Could have, Won’t have
By Category – Functional / Non-Functional / UI / Technical
By Source – Customer, Legal, Business, etc.
By Sprint or Release – Sprint 1, Sprint 2, Release 1.0, etc.

Example Scenario:
Project: Online Agriculture Products Store
Context: The BA gathers 20+ features from various stakeholders. To focus on MVP, she sorts them using the MoSCoW method:
	Feature
	Priority

	User Login/Registration
	Must Have

	Crop-wise Product Search
	Must Have

	Add to Cart / Checkout
	Should Have

	Product Reviews and Ratings
	Could Have

	Integration with GPS-based Weather
	Won’t Have (for now)


This helps the team build critical features first and plan future releases effectively.
Question 10 -  Prioritise the Requirements
Answer - Requirement prioritization is the process of ranking requirements based on their importance, business value, urgency, or risk, to ensure the most valuable features are delivered first.

Where Will We Use Requirement Prioritization?
Requirement prioritization is used during:
Backlog Refinement / Grooming in Agile projects
MVP Planning (Minimum Viable Product)
Release Planning or Sprint Planning
Budget or Time-Constrained Projects
When stakeholders have conflicting needs
Project: Online Agriculture Products Store
Context: The BA collects multiple requirements and uses the MoSCoW technique to prioritize them for MVP.
	Requirement
	Priority

	Secure User Login
	Must Have

	Search Products by Crop Type
	Must Have

	Online Payment Integration
	Should Have

	Wishlist / Save for Later
	Could Have

	AI-based Crop Recommendation
	Won’t Have


This helps the product team focus on critical needs first and defer less important features.

Question 11 - Weekly status reporting
Answer - Weekly status reporting is a regular communication activity where the Business Analyst or Project Manager shares progress, risks, and plans with stakeholders to ensure transparency and alignment.
How to Drive Weekly Status Reporting:
1. Set a Fixed Reporting Schedule
Report every Friday EOD or Monday morning.
Maintain consistency in timing and format.
2. Use a Standard Format
Include the following key sections:
Accomplishments This Week
Planned Activities for Next Week
Issues/Risks Identified
Mitigation or Action Taken
Dependencies/Blockers
Overall Project Health (RAG Status – Red/Amber/Green)
3. Collect Updates from Team
Sync with developers, testers, and stakeholders.
Update Jira/Excel/Tracker based on their input.
4. Communicate Clearly
Share report via email, dashboard, or meeting.
Keep it concise, visual, and action-focused (include charts/tables if needed).
5. Follow Up
Use the report to trigger discussions in weekly stand-ups or review meetings.
Assign action items or escalate unresolved blockers.

Question 12 -  Meeting Minutes Document
Answer -  Below is a sample Meeting Minutes (MoM) document that a Business Analyst might prepare after a stakeholder meeting.
Meeting Minutes Document
Project Name: Online Agriculture Products Store
Meeting Title: Requirement Discussion for Product Listing & Search
Date: 01 July 2025
Time: 11:00 AM – 12:00 PM
Venue: Zoom / Conference Room 2B
Prepared By: Sonali Kumari (Business Analyst)
Question 13 - Change Tracker – Document
Answer - A Change Tracker is used to record and manage all changes made to requirements, scope, or documents during a project lifecycle. It helps maintain version control and provides a clear audit trail of what was changed, when, why, and by whom.
Change Tracker Document
Project Name: Online Agriculture Products Store
Prepared By: Sonali Kumari (Business Analyst)
Last Updated: 03 July 2025

Question 14 - Difference between Traditional Development Model and Agile Development Models
Answer - 
	Aspect
	Traditional Development Model (Waterfall)
	Agile Development Model

	Approach
	Linear and sequential
	Iterative and incremental

	Phases
	Requirement → Design → Development → Testing → Deployment
	Requirements, Design, Dev, Testing occur in short cycles (sprints)

	Requirement Flexibility
	Fixed at the beginning; difficult to change
	Evolving and flexible throughout the project

	Customer Involvement
	Involved at the beginning and end only
	Continuous involvement throughout the project

	Delivery
	Product delivered at the end
	Working software delivered every sprint (2–4 weeks)

	Feedback
	Late feedback, often after full development
	Continuous feedback after each iteration

	Risk Handling
	Higher risk; issues identified late
	Lower risk; early and continuous testing and feedback

	Documentation
	Heavy documentation at each phase
	Minimal but sufficient documentation

	Change Management
	Difficult and costly to implement changes
	Changes are welcome and easy to accommodate

	Testing Phase
	Comes after development is complete
	Testing is done in every iteration (continuous testing)

	Team Collaboration
	Siloed roles (BA, Dev, QA work separately)
	Cross-functional, collaborative teams

	Project Visibility
	Limited visibility until final delivery
	



Question 15 - Explain Brainstorming Technique
Answer - Brainstorming is a creative group technique used to generate a large number of ideas or solutions for a problem or objective in a short time. It encourages free thinking, collaboration, and innovation without immediate judgment or criticism.
Where to Use Brainstorming Technique:
During requirement gathering phase to identify features or solutions
 When solving a specific business problem or pain point
 For UI/UX improvements, product innovation, or process redesign
During root cause analysis sessions
When preparing for MVP definition or release planning

Question 16 -  What reports Accounts Departments will generate 
Answer - The Accounts Department needs to track, process, and manage loan-related financial data. Below are five essential reports they would generate:
1. Loan Disbursement Report
Details of all approved loans and disbursed amounts.
Includes employee ID, name, loan type, amount, date of disbursement.
2. Monthly Loan Deduction Report
Lists all monthly EMIs deducted from employee salaries.
Useful for payroll integration.
3. Outstanding Loan Balance Report
Shows remaining balance for all ongoing loans.
Includes repayment progress, tenure left.
4. Loan Repayment Schedule Report
A detailed schedule of repayment for each active loan.
Helps in forecasting monthly cash flow.
5. Loan Default/Overdue Report
Identifies employees who missed payments or have delayed EMIs.
Used for compliance and escalation.

Question 17 -  What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Answer - Dear [Employee Name],

Thank you for submitting your loan application dated [Application Date].

After careful review by the HR and Accounts departments, we regret to inform you that your loan application has been rejected.

Reason for Rejection: [Mention Reason – e.g., Not eligible due to minimum service requirement]

We encourage you to review the eligibility criteria and reapply in the future if conditions permit.

For any queries, feel free to contact the HR team.

Regards,  
[HR Manager Name]  
HR Department  
TTS Company

Question 18 - Structure of Approval Mail from HR
Answer - Dear [Employee Name],

Congratulations! Your loan application dated [Application Date] has been approved by the HR and Accounts departments.

Please find below the (Loan Details):

- Approved Loan Amount: ₹[Amount]
- Tenure: [No. of Months]
- Interest Rate: [e.g., 6% per annum]
- Monthly EMI: ₹[EMI Amount]

Repayment Start Date: [Start Date]

Please review the attached documents:
- Loan Terms and Conditions
- Loan Repayment Schedule

Kindly reply with your acceptance to proceed with disbursement and salary deduction process.

For any queries, feel free to contact us.

Regards,  
[HR Manager Name]  
HR Department  
TTS Company

Question 19 - Sample Report – Loan Applications Received
Answer - Report Title: Loan Applications Received – Summary Report
Department: Accounts
Reporting Date: 01–07–2025
	Employee ID
	Employee Name
	Loan Type
	Amount Requested
	Status
	Date of Application
	Reviewed By
	Remarks

	EMP1023
	Rajeev Sharma
	Personal Loan
	₹1,50,000
	Approved
	25-Jun-2025
	HR/Accounts
	Eligible – Approved

	EMP1089
	Anita Mehta
	Medical Loan
	₹80,000
	Rejected
	26-Jun-2025
	HR/Accounts
	Insufficient documents

	EMP1120
	Rohit Das
	Home Loan
	₹5,00,000
	Pending
	30-Jun-2025
	HR
	Awaiting verification

	EMP1015
	Sweta Jaiswal
	Education Loan
	₹2,00,000
	Approved
	22-Jun-2025
	HR/Accounts
	Under 2-year tenure limit

	EMP1152
	Manoj Verma
	Personal Loan
	₹1,00,000
	Rejected
	28-Jun-2025
	Accounts
	Not eligible (probation)


Report Generated By: Finance Team – TTS Company

Question 20 - Which Reporting Tools Will We Use?
Answer - The following reporting tools can be used based on the technical stack and complexity of reporting:
1. Microsoft Power BI
For dynamic dashboards and visualizations
Integrates well with Excel, SQL, and HRMS systems
2. Tableau
For in-depth analysis of financial and loan data
Suitable for real-time monitoring
3. Excel with Pivot Tables
For smaller teams or initial phase reporting
Easy to use and quick to implement
4. Crystal Reports
Good for formatted, printable financial reports
5. JasperReports / Zoho Analytics
Open-source/Cloud-based options for structured reporting
Selection depends on budget, technical capability, and integration needs.


















	



