CAPSTONE PROJECT PREP 3- PART 2
Question 1: What is the difference between Brainstorming and JAD Sessions?
Answer: 
	Aspect
	Brainstorming
	JAD Sessions

	Purpose
	Generate a large number of ideas or solutions quickly which encourage creativity
	Gather detailed requirements, clarify system/process needs and reach consensus on complex issues

	Participants
	5-12 team members, usually colleagues or stakeholders with knowledge of the problem
	Key stakeholders, SMEs (Subject Matter Experts), end users, developers and facilitators

	Format
	Informal, free-flowing, unstructured discussion which emphasis on quantity of ideas without judgement
	Structured workshops with predefined agenda facilitated sessions and collaborative exercises.

	Output
	List of potential ideas, solutions or approaches for evaluation
	Detailed requirements documentation, process models, agreed-upon specifications or prototypes


 
Question 2: Why Document Analysis is one of the compulsory techniques we use in a Project
Answer: 
· Document Analysis is the systematic review and revaluation of existing documents related to a project such as reports, manuals, policies, previous project records, business process documents, contracts or system specifications. It helps the project team understand the current state, historical decisions and relevant information without needing to start from scratch. It is about extracting useful insights from existing records to inform project planning and decision making.
· It provides clear understanding to the project context by analysing existing documents, BAs and project teams can uncover critical information about business processes, requirements, constraints and stakeholder expectations. This reduces the chances of misunderstanding the scope or missing key requirements and ensures that the team builds on accurate and verified knowledge
· It saves times and resources by leveraging existing information. Instead of relying solely on interviews, workshops or surveys document analysis allows teams to gather data quickly and efficiently. It helps identify gaps or inconsistencies early in the project, enabling better planning, risk mitigation and informed decision making.

Question 3: In Which Context we will use Reverse Engineering?
Answer:  Reverse Engineering is the process of analysing a finished product, system or software to understand its components, functionality and design. The main goal is to discover how something works, often to reproduce it, improve it, fix issues or ensure compatibility.
There are two categories of reverse engineering:
Black Box: In Black box reverse engineering, system or product is analysed without any knowledge of its internal workings, the focus is on observing inputs and outputs, testing behaviour and deducing functionality.  
White Box: White box reverse engineering involves full access to the internal components, code or design documents of the system
The reverse engineering is used in: 
· Legacy Systems with No Documentation: When old software or hardware exists but proper documentation is missing, reverse engineering helps understand its structure, logic, and functionality to maintain, upgrade, or replace it.
· System/Process Understanding: Used when stakeholders cannot clearly explain how a system works. By analysing the system directly, analysts can extract requirements or workflows
· Interoperability and integration: When new software or systems need to integrate with existing ones, reverse engineering helps uncover interfaces, data flows and dependencies.
· Bug Fixing and Security Analysis: To identify vulnerabilities, hidden logic or malicious code in software.
· Product Improvement or Redesign: In hardware, mechanical or customer products, reverse engineering helps in analysing competitor products, improving existing design or creating replacement parts.

Question 4: What is the difference between Brainstorming and Focus Groups?
Answer: 
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	Generate a large number of ideas or solutions quickly which encourage creativity
	Understand user opinions, attitudes, behaviours or perceptions about a product/service.

	Participants
	5-12 team members, usually colleagues or stakeholders with knowledge of the problem
	6-12 target users/customers who represent the market or user segment

	Format
	Informal, free-flowing, unstructured discussion which emphasis on quantity of ideas without judgement
	Moderated discussion guided by a facilitator which may include prompts, tasks or demonstrations

	Output
	List of potential ideas, solutions or approaches for evaluation
	Insights, opinions, preferences and qualitative data about user experiences and perceptions




Question 5: Observation Technique – Explain both Active and Passive approaches
Answer: The observation technique is a requirement gathering or analysis method where the analyst watches users or processes in action to understand how tasks are performed, how system are used and where problems or inefficiencies occur. It helps gather real, firsthand information without relying solely on interviews or documentation. This technique is especially useful when users may not be able to articulate their processes clearly.
There are two main approaches for this:
Active Approach: In this approach, the observer interacts with users or participants while observing their activities. This may include asking questions, seeking clarifications or guiding tasks. It helps gather detailed insights and explanations about processes and behaviours in real-time.
Passive Approach: In this approach, the observer does not interact with users and simply records behaviours, actions or events as they naturally occur, this captures authentic and unbiased behaviour, since participants are not influences by the observer’s presence.
Question 6: How do you conduct the Requirements Workshop
Answer: A requirement workshop is a structured collaborative session where stakeholders, BAs and project team members come together to gather, clarify and prioritize requirements for a project. The main goal is to ensure that everyone has shared understanding of what the system or product should do.
Steps to conduct a requirements workshop:
· Define Objectives & Agenda: Clearly state the purpose of the workshop (e.g., to gather requirements for the checkout module).
· Identify and Invite Stakeholders: Ensure participation of BAs, SMEs, developers, testers, and business users.
· Facilitate Discussions: Use techniques like brainstorming, process modelling, or scenarios to gather requirements.
· Clarify & Resolve Conflicts: Address differences, ensure shared understanding, and remove ambiguities.
· Prioritize Requirements: Rank requirements based on business value, feasibility, and urgency.
· Document Outcomes: Record all agreed requirements and share them with participants for sign-off

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

Answer: The interview technique is a method of requirement gathering where a business analyst or project team member asks questions directly to stakeholder, users or SMEs to understand their needs, expectations and constraints. It allows for detailed, firsthand information and helps clarify ambiguities in processes or requirements. Interviews can be one-on-one or in small groups and are especially useful when documentation is lacking or when understanding complex processes.
There are two approaches for this:
Structured Interview: In a structured interview, the analyst follows a predefined set off questions where every participant is asked the same question in same order. It ensures consistency and comparability of responses.
Example: A questionnaire style interview
Unstructured Interview: In an unstructured interview, the analyst does not follow a strict script. The questions evolve naturally based on the discussion and responses which allows more flexibility and exploration of deeper insights.
Example: Conversational interview with a stakeholder
	Open-Ended Question 
	Closed-Ended Question

	These questions allow the respondent to answer in their own words, without restrictions.
	These questions have predefined or limited response options such as Yes/No, multiple choice or rating scales.

	They are used to explore ideas, opinions, experiences or detailed explanations.
	They are used when specific, measurable or structured data is needed.

	Example: What challenges do you face while using the current system?
	Example: On a scale to 1-5, how satisfied are you with the system?




Question 8: Questionnaire Technique – Where we will use? Give one example
Answer: 
· The questionnaire technique is a requirement gathering method where a set of written questions is distributed to stakeholders, users or customers to collect information about their needs, expectations or feedback. 
· This technique is particularly useful when information is needed from a large group of people in a short time or when stakeholders are geographically dispersed. 
Questionnaire can include open ended questions and close ended questions.
Open-ended Questions: These allow respondents to answer in their own words, providing detailed insights, opinions and expectations.
Close-ended Questions: These provide predefined answer choice such as Yes/No, multiple choice or ratings scales, making the data easier to compare and analyse.
Example: In an online agriculture store project, a questionnaire can be sent to customers asking both open ended and closed ended questions such as:
· How often do you use the application? (Closed-ended)
· What improvements would you like to see in the checkout process?  (Open-ended)

Question 9: How to Sort the Requirements – Where we will use? Give one example
Answer: Sorting requirements is a crucial step in the requirements management process. It is the process in which scattered requirements are put together and redundancy is removed; the inter-related requirements are linked.
There are ways to sort requirements, they are;
· [bookmark: _Hlk207011936]By priority: Using techniques like MoSCoW (Must have, should have, could have, Won’t have), classify requirements can be sort based on criticality.
· By Business Value & impact: Rank requirements according to the value they deliver to stakeholders and the overall project goals.
· By Effort, Risk or Dependency: Organize requirements considering complexity, implementation effort, risks ad interdependencies.
We use requirement sorting during the requirements analysis and prioritization phase of a project. It ensures that the team focuses on the most critical and valuable requirements first, especially when resources, time or budget are limited.
Example: In a food delivery app, by applying MoSCoW technique, we get
Must have: User registration, restaurant search, place an order, payment
Should have: Order tracking, push notification
Could have: Discount coupons, chat with delivery person
Won’t have: AI based recommendations
Question 10: Prioritise the Requirements – –Where we will use? Give one example 
Answer: Prioritizing requirements is a critical step in the requirements management process, helping teams focus on what is most important for the success of a project. It ranks the requirements based on importance, business value, urgency and feasibility so that most critical ones get delivered first.
We use requirement prioritization during the planning and analysis phases of a project, when:
· They are limited resources, time or budget
· The project has many competing requirements
· The team needs to decide what to deliver first release vs later releases.
Example: In an e commerce system online agriculture store project,
High Priority: User registration & login, Product search/browsing, add to cart, 				online payment integration.
Medium Priority: Order Tracking, product reviews & ratings, Buy later functionality
Low Priority: Discount coupons, chat assistant
	
	
Question 10: Weekly status reporting – How we will drive?
Answer: Weekly status reporting is a regular project communication activity where the project manager or team provides an update on the progress, achievements, issues and upcoming work for the week. It helps stakeholders state informed about the current state of the project, ensures transparency and allows for early identification of risks or delays.
Steps for weekly status reporting:
· Preparation:
· Collect updates from team members on completed tasks, ongoing work, blockers and next steps.
· Review project plans, timelines and deliverables to check progress against milestone.
· Report Creation:
· Summarize the week’s achievements, progress issues and risks in a clear, concise format.
· Highlight any deviations from plan, dependencies or decisions needed from stakeholder, include upcoming goals for the week
· Communication & Follow-up:
· Share the report with stakeholders, project manager and team (via email, dashboard or meeting)
· Discuss highlights in the weekly status meeting
· Track action items from the report and ensure accountability in the next cycle

Question 12: Meeting Minutes Document – prepare one Sample
Answer: Minutes of Meeting (MoM) is the official written record of everything discussed, decided and agreed upon during a meeting. It captures the key points, action items, responsibilities and deadlines ensuring that nothing important is forgotten after the meeting ends. It tracks progress by serving as a reference point for follow-ups in future meetings.
	Meeting Title: E-Commerce System Requirements Discussion

	Date and time
	22nd August 2025, 11:00 AM – 12:30 PM

	Location
	Zoom Meeting

	Attendees
	Sunita Acharya (Business Analyst)	
Mr Vandanam (Project Manager)
Ms Juhi (Senior Java Developer)
Mr Karthik (Delivery Head)

	Agenda
	Discuss core e-commerce features.
Identify must-have vs nice-to-have requirements.
Finalize next steps for requirements documentation

	Discussion Summary
	· Team discussed critical modules such as user registration, product search, cart, and checkout.
· Stakeholders emphasized prioritizing secure payment integration and order tracking.
· Future enhancements like discount coupons and chatbot support were suggested as lower priority.

	Decisions Made
	· Core features (registration, search, add to cart, payment) will be delivered in Phase 1.
· Secondary features (Buy later feature, reviews, order tracking) in Phase 2.
· Nice-to-have features (recommendations, coupons, chatbot) deferred for later release.


	Action Items
	Draft detailed requirements for Phase 1 features

	Owner
	Sunita Acharya (BA)

	Due Date
	29th August 2025

	Agenda Summary
	· Finalised core e-commerce requirements for phase 1
· Roadmap crated for phase 2 and future enhancement
· Action items assigned with clear deadlines

	Next Meeting

	Meeting Title:
	E-Commerce System Requirements: Phase 1 Review

	Date and Time:
	01st September 2025

	Location:
	Zoom Meeting

	Expected Attendees
	Sunita Acharya (Business Analyst)	
Mr Vandanam (Project Manager)
Ms Juhi (Senior Java Developer)
Mr Tucker (Java Developer)
Mr Karthik (Delivery Head)



Question 13: Change Tracker – Document - – prepare one Sample
Answer: A Change tracker document is a project management or business analysis tool used to record, monitor and manage all changes requested or made during the lifecycle of a project. Since requirements, scope or design often evolve, this document provides a single point of reference to track what changes were proposed, their impact, approval status and implementation progress.
	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved by

	22-Aug-2025

	V 1.0
	Initial draft of E-Commerce System Requirements
	Sunita Acharya
	BA
	Signed
	Mr Vandanam (Project Manager)


	25-Aug-2025
	V 1.1
	Added payment gateway integration requirements
	Sunita Acharya
	BA
	Signed
	Mr Karthik (Delivery Head)

	28-Aug-2025
	V 1.2
	Updated checkout workflow based on client input
	Sunita Acharya
	BA
	Signed
	Mr Vandanam (Project Manager)


	01-Sept-2025
	V 1.3
	Incorporated Order Tracking and Buy later feature
	Sunita Acharya
	BA
	Signed
	Mr Vandanam (Project Manager)









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

	Development Approach
	Linear and Sequential, where each phase must be completed before moving to the next.
	Iterative and incremental as development is done in short cycles called sprints, with continuous feedback and improvements.

	Flexibility and Adaptability
	Very Rigid as changes are difficult and costly once a phase is completed.
	Highly flexible as changes can be accommodated at any stage of development.

	Project Planning
	Heavy upfront planning as requirements are defined in detail before development starts.
	Adaptive planning where requirements and plans evolve as the project progresses.

	Delivery of Software
	Delivered as a complete product at the end of the project lifecycle
	Delivered in small, working increments throughout the project.

	Client Involvement
	Limited as client are mainly involved during requirements gathering and final delivery.
	Continuous as client are engaged throughout development for feedback and validation.




Question 15: Explain Brainstorming Technique – Where to use?
Answer: Brainstorming Technique is a group creativity method used to generate a wide range of ideas and solutions for a problem. In this technique, stakeholders, project teams members or SMEs come together in an open session to freely suggest ideas without judgement or criticism. The focus is on quantity over quality at the initial stage, as more ideas increase the chances of finding innovative or practical solutions. Later, the ideas are analysed, refined and shortlist for further consideration.
Brainstorming is particularly useful in the early stages of a project when requirements are not fully defined. For Example, in an e-commerce project, a brainstorming session can be used to gather diverse ideas for features like payment options, customer engagement tools or new marketing strategies. It helps in exploring possibilities, resolving complex problems and fostering creativity among the team.

Question 16: What reports Accounts Departments will generate (minimum 5 reports)
Answer: Reports Account Departments will generate to monitor, track and manage loan related financial activities are:
· Loan Disbursement Report
· Shows details of all loans approved and distributed within a specific period
· Includes employee name, loan mount, disbursement date and department.
· Loan Repayment Schedule Report
· Provides instalment details for each employee
· Includes due dates, EMI amount, disbursement date and department.
· Salary Deduction Report
· Track automatic loan repayments deducted from employee’s salaries
· Ensures accurate reconciliation with payroll
· Loan Outstanding Report
· Shows the total pending loan amount for each employee.
· Useful to monitor employees with high unpaid balances
· Loan Rejection Report
· Lists employees whose loan requests were rejected
· Includes rejection reasons (e.g., not eligible/ exceeded loan limit/ poor repayment history)
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: The structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected is
Subject: Loan Application Status – [Employee Name/Employee ID]
Dear [Employee],
Thank you for submitting your loan application through Employee Loan Management System (ELMS). We appreciate the you took to apply.

After careful review by HR and Accounts departments, we regret to inform you that your loan request dates [Application Date] has not been approved.

The primary reason for the rejection is/are:
[Mention the reason for rejection here, for example- pending previous loan repayment and so on]

You may consider reapplying after [X months] or once the stated conditions are fulfilled. For any clarification, you can contact the HR Department at [HR Contact Email/Number]

We have value your contribution to TTS Company and appreciate your understanding in this matter.

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?
Answer: The structure of the message/mail communicated from the HR department to the employee in case the Loan is approved is
Subject: Loan Application Approval – [Employee Name/Employee ID]
Dear [Employee],
We are pleased to inform you that your loan application submitted on [Application Date] has been approved after review by the HR and Accounts departments
Approval Details:
Below are the details of your loan:
· Loan Amount Approved: [Amount]
· Loan Type (if applicable): [Type of Loan, e.g., Personal/Medical/Education]
· Interest Rate: [X %]
· Tenure/Repayment Period: [Months/Years]
· Monthly Deduction (EMI): [Amount]
· First Deduction Date: [Date]
Terms and Condition:
Please find attached the loan agreement outlining the terms and conditions, including repayment obligations and other policies. Kindly review it carefully.
Next Steps:
To proceed, you are requested to:
[Write the steps here such as review attached documents, confirm your acceptance of terms and conditions]
We have value your contribution to TTS Company and are happy to support you through this initiative. Should you have any queries, please contact HR Department at [HR Contact Email/Number]

Best Regards,
[HR Representative Name]
HR Department
TTS Company

Question 19: Design a sample report on the Loans applications Received by the accounts department
Answer: A sample report on the Loans applications Received by the accounts department is:
Loan Application Received Report:
Department: Accounts Department
Report Period: [Start Date] - [End Date]
Generated On: [Report Date]
Generated By: Accounts Department
Loan Application Summary
	Application ID
	Employee ID
	Employee Name
	Department
	Loan Amount Requested
	Application Date
	Status
	Reviewed By

	LA-001
	EMP - 101
	Ajay Kumar
	IT
	Rs 2,00,000
	01-Aug-2025
	Approved
	Account Manager

	LA-002
	EMP – 112
	Srijaya Pal
	HR
	Rs 1,50,000
	03-Aug-2025
	Reject
	Account Officer

	LA-003
	EMP – 125
	Rahul Yadav
	Finance
	Rs 3,00,000
	05-Aug-2025
	Pending
	 -

	LA-004
	EMP – 133
	Anmol Singh
	Sales
	Rs 80,000
	06-Aug-2025
	Approved
	Account Manager

	LA-005
	EMP - 148
	Priya Yadav
	Operations
	Rs 1,20,000
	08-Aug-2025
	Pending
	-



Insights:
· Total Application Received: 5
· Approved Applications: 2
· Rejected Applications: 1
· Pending Applications: 2
· Total Loan Amount Requested: Rs 8,50,000
· Total Loan Amount Approved: Rs 2,80,000

Question 20: Which reporting Tools we will use for generating reports
Answer: Reporting tools use for generating reports are:
Power BI:
Power BI is a business analytics tool by Microsoft that helps in visualizing data, creating dashboards and generating reports. It connects to multiple data sources (databases, Excel sheets, cloud apps etc) and transforms raw data into interactive visual insights.
It is used for generating reports in Employee Loan Management System, the Accounts Department can convert Power BI to the system database (loan applications, approvals, rejections, repayment records). Using its drag and drop interface, they can:
· Build interactive dashboards showing loan applications, approvals and rejections
· Generate tabular reports (like Loan Application Received, Loan Repayment Status)
· Apply filters (by department, loan amount, employee, status)
· Schedule automated reports to be shared with HR and Management.
Tableau:
Tableau is a data visualization and business intelligence tool that helps in analysing data and presenting it through dashboards, charts and reports. It is known for its ease of use and string visual capabilities.
It is used for generating reports in Employee Loan Management System, Tableau can connect to the system database and provide
· Visual dashboards showing trends in loan requests, approvals and rejections.
· Reports such as “Loan Applications by Department” or “Outstanding Loan Amounts”
· Drill-down analysis e.g., clicking on a department to see individual employee loan details.
· Real-time updates if connected to live data sources, helping Accounts and HR track loans instantly.
 
