COEPD – Prep Exam 3 –Part 2/2
Question 1. What is the difference between Brainstorming and JAD Sessions?
Answer: 
	Aspect
	Brainstorming
	JAD Sessions

	Purpose
	To generate a wide range of ideas or solutions quickly.
	To gather detailed system requirements collaboratively.

	Participants
	Usually includes a small group of stakeholders or subject matter experts.
	Includes business users, IT staff, facilitator, and scribe.

	Structure
	Informal, often unstructured. Encourages free thinking and idea sharing.
	Highly structured, facilitated sessions with clear agendas.

	Focus
	Creativity and idea generation.
	Detailed requirement analysis and system design.

	Outcome
	A list of ideas or suggestions.
	A well-documented set of requirements.


Conclusion:
While brainstorming is ideal for generating initial ideas, JAD sessions are used when detailed, consensus-based requirements are needed from multiple stakeholders.

Question 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify – 3 Marks
Answer: Document Analysis is a crucial technique used by Business Analysts to understand existing systems, processes, and business rules by reviewing relevant documentation. It is considered a compulsory technique for the following reasons:
1. Understanding the Current State (As-Is):
It helps in identifying how a process or system currently operates, which is essential before proposing any changes or improvements.
2. Uncovering Hidden Requirements:
Often, important business rules, compliance requirements, or user expectations are already documented in user manuals, SOPs, policies, and previous requirement documents. Document analysis ensures these are not missed.
3. Reducing Stakeholder Dependency:
Not all stakeholders are always available for interviews. Documents provide consistent and permanent sources of information.
4. Validating Requirements:
It helps validate the requirements gathered from other techniques by comparing them with existing documentation.
5. Cost-effective and Time-saving:
Reviewing existing documents is often quicker and more cost-effective than scheduling multiple stakeholder meetings, especially in the early stages of a project.
Example:
In an Employee Loan Management System, reviewing existing HR policy documents can reveal loan eligibility criteria, repayment policies, and approval workflows, which are vital for requirement gathering.
Question 3. In Which Context we will use Reverse Engineering? - 3 Marks
Answer: Reverse Engineering is used in the context of understanding and analyzing an existing software system when:
1. Lack of Documentation:
When the current system lacks up-to-date or complete documentation, reverse engineering helps uncover how the system works.
2. System Modernization:
When an organization wants to upgrade or migrate a legacy system, reverse engineering helps understand its components and functionalities to plan the transition effectively.
3. Requirement Extraction:
It allows Business Analysts to extract business rules, logic, and workflows embedded within the system code or interface, which can then be used to define new requirements.
4. Integration Projects:
In cases where a new system must integrate with an old one, reverse engineering helps identify the necessary data flows and system dependencies.
5. Maintenance or Enhancement:
When a system needs updates or new features, reverse engineering ensures changes do not break existing functionality by fully understanding the current design.
Example:
In the TTS Company’s Loan Management System, if there is an old in-house system for employee loans with no technical documentation, reverse engineering can be used to analyze the system behavior and design a new, more efficient solution.
Question 4. Q4. What is the difference between Brainstorming and Focus Groups? - 3 Marks
Answer: While both Brainstorming and Focus Groups are techniques for gathering information and generating ideas, they serve different purposes and are structured differently:
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate a large number of ideas or solutions quickly.
	To gather opinions, perceptions, and feedback on a specific topic or product.

	Participants
	Typically involves internal stakeholders, SMEs, or team members.
	Usually includes selected end-users or target audience representatives.

	Structure
	Informal, open discussion without much moderation.
	Moderated discussion led by a facilitator with specific questions.

	Focus
	Quantity of ideas, creativity, innovation.
	Quality of insights, understanding attitudes and user needs.

	Output
	List of ideas, options, or solutions.
	Detailed feedback, user preferences, expectations, and concerns.


Example:
· Use Brainstorming during the early stages of a project to explore possible solutions for automating loan approvals.
· Use a Focus Group to get feedback from employees on the usability of the proposed Loan Management System.
Question 5. Observation Technique – Explain both Active and Passive approaches - 3 Marks
Answer: Observation Technique involves watching how users perform their tasks in their natural environment to gather accurate information about processes, workflows, and challenges.
1. Active Observation:
· The Business Analyst actively interacts with the user during observation.
· The BA may ask questions, seek clarifications, or request explanations while observing the task.
· Helps gain deeper insights but can influence user behavior.
· Example: Watching an HR executive process loan applications while asking about decision points.
2. Passive Observation:
· The Business Analyst observes silently without interacting with users.
· Allows users to behave naturally without any influence or interruption.
· Useful when unbiased, authentic behavior is needed.
· Example: Observing employees use the current loan request system without interference.
Conclusion:
Both approaches are valuable; choice depends on the context and need for interaction versus natural behavior observation.

Question 6. How do you conduct the Requirements Workshop- 3 Marks
Answer: A Requirements Workshop is a structured collaborative session where stakeholders and the Business Analyst come together to discuss, clarify, and agree on project requirements.
Steps to conduct a Requirements Workshop:
1. Planning:
· Identify and invite the right stakeholders (business users, subject matter experts, IT team).
· Define clear objectives and agenda for the workshop.
· Prepare necessary materials (templates, whiteboards, presentation slides).
2. Facilitation:
· Begin the session by stating objectives and ground rules.
· Encourage active participation from all attendees.
· Use techniques like brainstorming, storyboarding, and prototyping to elicit requirements.
· Manage conflicts and keep the discussion focused.
3. Documentation:
· Capture all requirements, decisions, and action items in real-time.
· Use visual aids to help stakeholders understand concepts better.
4. Review and Validation:
· Summarize the workshop outcomes and get consensus from stakeholders.
· Clarify any doubts or open issues.
5. Follow-up:
· Distribute workshop minutes and documented requirements for review.
· Address feedback and update documentation accordingly.
Conclusion:
Conducting a well-planned and facilitated workshop helps gather comprehensive and agreed-upon requirements efficiently.
Question 7. In which context, Interview Technique can be conducted by a BA ? How may approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Questions – 6Marks
Answer: Context of Interview Technique:
Interviews are used by Business Analysts to gather detailed, qualitative information directly from stakeholders, users, or subject matter experts about their needs, expectations, and challenges. It is especially useful when:
· Requirements are unclear or complex.
· Personalized and in-depth insights are needed.
· Clarification on documented requirements is required.
Approaches to Conducting Interviews:
1. Structured Interviews:
· Have a predefined set of questions.
· Questions are asked in a specific order with little deviation.
· Ensures consistency and comparability across multiple interviews.
· Best for collecting factual information.
2. Unstructured Interviews:
· More informal and flexible.
· The interviewer explores topics freely, allowing the conversation to flow naturally.
· Useful to explore new areas or when requirements are not well understood.
· Can uncover unexpected insights.
3. Difference between Open-Ended and Closed-Ended Questions:
	Aspect
	Open-Ended Questions
	Closed-Ended Questions

	Purpose
	To explore detailed responses and opinions.
	To get specific, concise answers (yes/no, multiple choice).

	Example
	"Can you describe the challenges you face in the loan approval process?"
	"Do you approve loans for all employees? (Yes/No)"

	Use
	For gathering qualitative data, ideas, feelings.
	For gathering quantitative data or clear facts.



Question 8. Questionnaire Technique – Where we will use? Give one example - 6 Marks
Answer: Questionnaire Technique is a method of collecting information from a large group of people using a set of pre-defined questions. It is especially useful when:
· There are many stakeholders spread across different locations.
· Quick and cost-effective data collection is required.
· Quantitative data or structured feedback is needed.
· Stakeholders may not be available for interviews or workshops.
Example of Use:
In the Employees Loan Management System, a questionnaire can be sent to all employees to understand their loan preferences, eligibility criteria awareness, and repayment comfort levels.
Advantages of Questionnaires:
· Can reach a large audience simultaneously.
· Responses are easy to analyze statistically.
· Allows anonymity, encouraging honest feedback.
Limitations:
· Lack of opportunity to clarify responses.
· Risk of low response rate.
· Limited depth in understanding complex issues.
Question 9. How to Sort the Requirements – Where we will use? Give one example - 5 Marks
Answer: Sorting Requirements is the process of organizing requirements in a logical and meaningful order based on certain criteria like priority, category, or functionality. This helps manage, analyze, and communicate requirements effectively.
How to Sort Requirements:
1. Categorize by Type:
Group requirements into categories such as functional, non-functional, business, or technical.
2. Prioritize by Importance:
Use prioritization techniques like MoSCoW (Must have, Should have, Could have, Won't have) to rank requirements.
3. Group by Stakeholders:
Organize requirements based on the stakeholder groups they relate to.
4. Sort by Process Flow:
Arrange requirements in the order of the business process or system workflow.
5. Use Tools:
Requirements management tools like JIRA, IBM DOORS, or Excel help sort and filter requirements.
Where to Use Sorting Requirements:
· During the analysis phase to focus on key requirements.
· While planning the project release and sprints.
· To prepare requirements traceability matrices.
Example:
In the Employees Loan Management System, sorting requirements by category (loan request, approval, repayment, notification) helps in clear understanding and phased development.
Question 10. Prioritise the Requirements – –Where we will use? Give one example - 5 Marks
Answer: Prioritizing Requirements is the process of ranking requirements based on their importance, urgency, and value to the business and stakeholders. This helps ensure that the most critical requirements are addressed first, especially when resources and time are limited.
How to Prioritize Requirements:
1. MoSCoW Method:
Categorize requirements as Must have, Should have, Could have, and Won’t have.
2. Ranking:
Assign numerical values to requirements based on stakeholder importance.
3. Cost-Benefit Analysis:
Compare the cost of implementing a requirement versus the expected benefit.
4. Stakeholder Voting:
Engage stakeholders to vote on priority based on business needs.

Where to Use Requirement Prioritization:
· During project planning and release scheduling.
· When managing scope changes.
· In Agile, to decide sprint backlogs and incremental delivery.

Example:
In the Employees Loan Management System, prioritizing features such as loan eligibility checks and approval workflows as “Must have” ensures that the system can process loans correctly from the start, while less critical features like advanced reporting can be scheduled for later releases.
Question 11. Weekly status reporting – How we will drive? 5 Marks
Answer: Weekly Status Reporting is a key project communication activity that keeps stakeholders informed about project progress, issues, and upcoming tasks.
How to Drive Weekly Status Reporting:
1. Define Reporting Structure:
· Identify key metrics to report such as completed tasks, upcoming milestones, risks, issues, and resource status.
2. Collect Data:
· Gather updates from the project team, including progress on tasks, blockers, and risks.
3. Prepare Report:
· Use a standard format or template for consistency.
· Keep the report concise, focusing on highlights and critical issues.
4. Distribute Report:
· Send the report to all relevant stakeholders via email or project management tools.
· Schedule a weekly status meeting or call to discuss the report.
5. Follow-Up:
· Address any questions or concerns raised.
· Update project plans or risk logs based on feedback.
Tools Used:
Project management software (JIRA, MS Project, Trello), email, dashboards.
Example:
In the Employees Loan Management System project, a weekly status report will highlight the progress of development, number of loan requests processed, pending approvals, and any technical issues affecting timelines.
Question 12. Meeting Minutes Document – prepare one Sample -5 Marks
Answer: Meeting Minutes
Project: Employees Loan Management System
Date: 28 August 2024
Time: 10:00 AM – 11:00 AM
Venue: Conference Room 3 / Virtual via Zoom
Facilitator: Rahul Sharma
Attendees:
· Priya Singh (HR)
· Amit Kumar (Accounts)
· Sunita Patel (Business Analyst)
· Ramesh Gupta (Developer)
· Neha Joshi (QA)
Agenda:
1. Review loan application workflow
2. Discuss loan eligibility criteria
3. Plan for next phase of development
Discussion:
· Priya Singh explained current HR loan eligibility policies.
· Amit Kumar shared insights on loan approval and repayment processes.
· Sunita Patel presented initial requirements draft and gathered feedback.
· Ramesh Gupta raised concerns about integration with payroll system.
· Neha Joshi emphasized the importance of testing loan deduction calculations.
Decisions:
· Loan eligibility to include employee tenure and salary threshold.
· Automatic deduction from salary to be integrated with payroll by next sprint.
· Testing team to prepare test cases for loan repayment scenarios.
Action Items:
	Action Item
	Owner
	Due Date

	Update requirements document with eligibility criteria
	Sunita Patel
	2-Sep-24

	Design integration plan with payroll system
	Ramesh Gupta
	5-Sep-24

	Prepare test cases for loan deductions
	Neha Joshi
	7-Sep-24



Next Meeting: 5 September 2024 at 10:00 AM
Prepared By: Sunita Patel
Date: 28 August 2024
Question 13. Change Tracker – Document - – prepare one Sample -4 Marks.
Answer:
	Change ID
	Date
	Description of Change
	Requested By
	Impact (Scope/Cost/Time)
	Status
	Remarks

	CHG-001
	28-Aug-24
	Add new loan eligibility criteria (contract employees)
	Priya Singh (HR)
	Scope & Time
	Approved
	To be included in next sprint

	CHG-002
	27-Aug-24
	Modify loan repayment schedule calculation
	Amit Kumar (Accounts)
	Scope & Cost
	In Progress
	Under review by development team

	CHG-003
	26-Aug-24
	Change notification email template format
	Sunita Patel (BA)
	Minimal (UI update)
	Completed
	Updated and approved

	CHG-004
	25-Aug-24
	Add report for loan defaulters
	Neha Joshi (QA)
	Scope & Time
	Pending
	To be scheduled in release 2



Notes:
· Status can be: Pending, In Progress, Approved, Completed, Rejected.
· All changes should be reviewed and approved before implementation.
Question 14. Difference between Traditional Development Model and Agile Development Models –
Answer:
	Aspect
	Traditional Development Model (Waterfall)
	Agile Development Model

	Process Flow
	Linear and sequential phases (Requirements → Design → Development → Testing → Deployment)
	Iterative and incremental with multiple cycles (Sprints)

	Flexibility
	Low flexibility; changes are difficult once requirements are fixed
	High flexibility; embraces changes even late in development

	Customer Involvement
	Limited customer involvement, mostly at the beginning and end of the project
	Continuous customer involvement and feedback throughout

	Documentation
	Extensive and detailed documentation at each phase
	Minimal and just enough documentation; focuses on working software

	Delivery
	Single delivery at the end of the project
	Frequent deliveries of working software in iterations

	Risk Management
	Risk is identified and managed mostly upfront
	Risks are identified and mitigated continuously

	Testing
	Testing is done after development phase
	Testing is integrated into every iteration (Continuous Testing)

	Team Collaboration
	Roles are often siloed and hierarchical
	Collaborative and cross-functional teams

	Change Handling
	Formal change control process
	Changes are welcomed and incorporated regularly

	Best Used For
	Projects with well-understood requirements and low expected changes
	Projects with evolving requirements and need for fast delivery


Conclusion:
Agile is more adaptive and suited for dynamic projects like software development, whereas Traditional models are better for projects with clear, stable requirements.
Question 15. Explain Brainstorming Technique – Where to use? 5 Marks
Answer: Brainstorming is a creative technique used to generate a large number of ideas, solutions, or requirements in a short time by encouraging open and free-flowing discussions among a group of stakeholders or team members.
Key Features:
· Encourages spontaneous idea generation without criticism or judgment.
· Facilitates creativity and collaboration.
· Ideas are recorded for later analysis and evaluation.
Where to Use Brainstorming:
· At the start of a project to identify potential features or issues.
· When exploring possible solutions to a problem.
· During requirements elicitation to gather diverse viewpoints.
· In process improvement sessions to identify bottlenecks and ideas.
Example:
In the Employees Loan Management System, brainstorming can be used to explore different ways to automate loan approval workflows or improve user experience.
Case study ( Q16 – Q20  33 Marks)
Question 16. What reports Accounts Departments will generate (minimum 5 reports) – 10 Marks
Answer: The Accounts Department managing the Employees Loan Management System would typically generate the following reports:
1. Loan Application Status Report:
Shows all loan applications with their current status (Pending, Approved, Rejected).
2. Loan Disbursement Report:
Details the loans disbursed to employees, including amounts, dates, and loan terms.
3. Loan Repayment Schedule Report:
Lists repayment dates, amounts due, and outstanding balances for each employee.
4. Loan Deduction Summary Report:
Summarizes the total loan deductions made from employee salaries during a specific period.
5. Defaulted Loans Report:
Highlights employees who have missed loan repayments or are behind schedule.
6. Interest and Penalty Report:
Shows interest accrued and any penalties applied due to late repayments.
7. Employee Loan Eligibility Report:
Lists employees eligible or ineligible for loans based on predefined criteria.
Question 17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? – 5 Marks
Answer: Structure of Loan Rejection Message/Mail:
1. Subject:
Clear and concise subject indicating the loan rejection, e.g., “Loan Application Status – Request Rejected”
2. Salutation:
Polite greeting addressing the employee by name.
3. Opening Statement:
Inform the employee that their loan application has been reviewed.
4. Rejection Notification:
Clearly state that the loan request has been rejected.
5. Reason for Rejection:
Provide specific reasons for rejection (e.g., ineligibility, incomplete documents, repayment history).
6. Next Steps/Contact Information:
Offer guidance on what the employee can do next or whom to contact for clarifications.
7. Closing:
Thank the employee for their interest and encourage them to reach out for further assistance.
8. Signature:
HR department representative’s name, designation, and contact details.

Sample Message:
Subject: Loan Application Status – Request Rejected
Dear [Employee Name],
We appreciate your loan application submitted on [Date]. After careful review, we regret to inform you that your loan request has been rejected due to [Reason: e.g., insufficient tenure, incomplete documentation].
If you have any questions or require further assistance, please contact the HR department at [Contact Details].
Thank you for your understanding.
Best regards,
[HR Representative Name]
HR Department
TTS Company
Question 18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved? – 5 Mark
Answer: Structure of Loan Approval Message/Mail:
1. Subject:
Clear and positive subject indicating loan approval, e.g., “Loan Application Status – Approved”
2. Salutation:
Polite greeting addressing the employee by name.
3. Opening Statement:
Inform the employee that their loan application has been reviewed and approved.
4. Approval Details:
Provide loan amount approved, terms and conditions, and repayment schedule summary.
5. Next Steps:
Explain what the employee needs to do next (e.g., review and accept terms, sign agreement).
6. Contact Information:
Provide HR contact details for any queries or support.
7. Closing:
Express appreciation for the employee and encourage timely action.
8. Signature:
HR representative’s name, designation, and contact details.
Sample Message:
Subject: Loan Application Status – Approved
Dear [Employee Name],
We are pleased to inform you that your loan application submitted on [Date] has been approved for the amount of [Loan Amount]. The loan terms and conditions, along with the repayment schedule, are attached for your review.
Please review the terms carefully and confirm your acceptance by [Date]. Once accepted, the loan will be disbursed and repayments will begin as per the agreed schedule.
If you have any questions, please feel free to contact the HR department at [Contact Details].
Thank you for your cooperation.
Best regards,
[HR Representative Name]
HR Department
TTS Company
Question 19.  Design a sample report on the Loans applications Received by the accounts department – 8 Marks
Answer: Loan Applications Received Report
Date: 28 August 2024
Prepared By: Accounts Department
	Application ID
	Employee Name
	Department
	Loan Amount Requested
	Application Date
	Status
	Remarks

	LA-001
	Priya Singh
	HR
	$5,000 
	15-Aug-24
	Approved
	Meets eligibility criteria

	LA-002
	Amit Kumar
	Finance
	$7,000 
	16-Aug-24
	Pending
	Waiting for documents

	LA-003
	Sunita Patel
	IT
	$4,000 
	17-Aug-24
	Rejected
	Insufficient tenure

	LA-004
	Ramesh Gupta
	Development
	$6,000 
	18-Aug-24
	Approved
	Loan terms agreed

	LA-005
	Neha Joshi
	QA
	$3,500 
	20-Aug-24
	Pending
	Under review



Report Summary:
· Total Applications Received: 5
· Approved: 2
· Pending: 2
· Rejected: 1
Notes:
· Pending applications require further documentation or clarification.
· Approved loans have been forwarded for disbursement.
· Rejected applications have been communicated with reasons.
Question 20. Which reporting Tools we will use for generating reports. – 5 Marks
Answer: For generating reports in the Employees Loan Management System, the following reporting tools can be used:
1. Microsoft Power BI:
· Interactive dashboards and reports.
· Easy integration with databases and Excel.
· Real-time data visualization.
2. Tableau:
· Powerful data visualization tool.
· Suitable for complex data analysis and drill-down reports.
· User-friendly drag-and-drop interface.
3. Crystal Reports:
· Widely used for operational reporting.
· Supports detailed formatted reports.
· Can connect with multiple data sources.
4. SQL Server Reporting Services (SSRS):
· Integrated with Microsoft SQL Server.
· Allows the creation of paginated, interactive, and mobile reports.
5. Excel:
· Simple and widely used tool for basic reporting and data analysis.
· Useful for ad-hoc reports and data export.

Summary:
The choice of reporting tool depends on the complexity of reports, data sources, and user requirements. For the Loan Management System, Power BI or Tableau would be ideal for interactive dashboards, while Crystal Reports or SSRS can handle detailed formal reports.


