                                      Capstone Project 3 PART 2
                                                                  

QUES1)  What is the difference between Brainstorming and JAD Sessions?
ANS) ·  Brainstorming: A creative process where individuals or groups generate diverse ideas or solutions freely without criticism, focusing on innovation and open thinking.
 ·  JAD (Joint Application Design) Sessions: Structured, collaborative workshops involving stakeholders to gather detailed requirements and build consensus for system design or process improvement.
·  
	Aspect
	Brainstorming
	JAD Sessions

	Purpose
	Generate a wide range of creative ideas or solutions without evaluation.
	Gather detailed requirements and build consensus among stakeholders.

	Structure
	Unstructured and informal; encourages free-flowing ideas.
	Highly structured with a defined agenda, roles, and objectives.

	Participants
	Open to diverse groups, not necessarily subject-matter experts.
	Includes specific stakeholders like business analysts, end-users, and IT.

	Outcome
	A broad list of ideas or suggestions to be refined later.
	Well-documented deliverables like system requirements or workflows.

	Duration
	Shorter sessions, typically lasting a few hours or less.
	Longer sessions, often spanning multiple days to ensure thorough discussion.






QUES 2) Why Document Analysis is one of the compulsory technique we use in a Project? 
ANS)     Document Analysis is a Compulsory Technique in a Project as: 
·  Baseline Understanding: It establishes a comprehensive understanding of existing systems, processes, and requirements, forming the foundation for informed decision-making.
·  Requirements Validation: Document analysis helps verify and refine documented requirements, ensuring they align with project objectives and stakeholder expectations.
·  Cost and Time Efficiency: By utilizing existing documentation, it minimizes redundant discovery efforts, saving both time and resources for the project team.
·  Compliance and Risk Management: Analyzing documents ensures the project adheres to regulatory, legal, and organizational standards, mitigating potential risks.
·  Support for Other Techniques: It complements other requirement-gathering techniques, offering context and a factual basis for workshops, interviews, or brainstorming sessions.
 


QUES 3) In Which Context we will use Reverse Engineering? 
ANS) Reverse Engineering Definition:

Reverse engineering is the process of analyzing and deconstructing an existing product, system, or process to understand its components, design, functionality, or underlying principles. This technique is commonly used to recreate lost designs, analyze software or hardware, improve system performance, or study competitor products while adhering to legal and ethical guidelines.
Key contexts in which reverse engineering is applied:

Software Analysis and Debugging:
Reverse engineering is used to understand the functionality of existing software, uncover bugs, or analyze code for potential vulnerabilities.
Example: Analyzing malware to understand its behavior and develop countermeasures.

Legacy System Modernization:
It helps extract information from outdated systems to create updated versions or migrate to modern platforms.
Example: Reverse-engineering a 1990s database system to integrate it into a new ERP solution.

Competitor Product Analysis:
Businesses use reverse engineering to analyze competitors' products to identify design features, manufacturing techniques, or technologies.
Example: A smartphone manufacturer reverse-engineering a competitor’s model to benchmark features.

Intellectual Property Recovery:
It helps recreate lost designs or systems when original documentation or code is unavailable.
Example: Reconstructing CAD designs for a machine part when no original files exist.

Educational and Learning Purposes:
Engineers and developers use reverse engineering to understand the design principles and technology behind a product.
Example: Studying hardware prototypes to learn circuit design for educational purposes.

Security and Forensics:
Reverse engineering assists in identifying vulnerabilities, developing patches, or analyzing breaches in cybersecurity.
Example: Analyzing a hacked system to understand the exploit and prevent future attacks.

QUES4) What is the difference between Brainstorming and Focus Groups?
ANS) 
Brainstorming:
Brainstorming is a creative group technique where participants generate a wide range of ideas or solutions to a problem without judgment or criticism. It encourages free thinking and aims to explore diverse perspectives.
Focus Groups:
A focus group is a structured discussion conducted with a small group of target participants to gather insights, opinions, or feedback on a specific topic, product, or idea. It is typically moderated to guide the discussion toward achieving specific objectives.
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate creative and diverse ideas or solutions.
	To gather feedback, opinions, or perceptions about a specific topic.

	Structure
	Informal and free-flowing; encourages spontaneous idea generation.
	Formal and structured, guided by a moderator to achieve discussion goals.

	Participants
	Open to any group, often not limited to a specific target audience.
	Composed of a selected target audience, often representing end-users.

	Outcome
	A pool of innovative ideas or solutions for later refinement.
	Detailed insights, perceptions, or suggestions about a product or topic.

	Duration
	Shorter sessions, typically lasting 1-2 hours.
	Longer sessions, often lasting 2-3 hours or more.






QUES 5) Observation Technique – Explain both Active and Passive approaches.
ANS) The Observation Technique involves studying users or stakeholders in their natural environment to understand their behaviors, processes, or interactions. There are two main approaches: Active and Passive Observation.

1. Active Observation
In active observation, the observer interacts with participants and engages in the activities being studied. The observer may ask questions, provide input, or directly participate in the tasks to gain deeper insights.
Key Features:
· Involves active participation and interaction.
· Focused on understanding underlying reasons for observed behavior.
· Requires the observer to influence the situation minimally while collecting data.
Example:
· A researcher working alongside factory workers to understand challenges in the production line by directly performing tasks with them.
· A business analyst shadowing a customer service representative to observe how issues are resolved and occasionally asking clarifying questions.

2. Passive Observation
In passive observation, the observer watches participants without interacting or intervening. The focus is on capturing behaviors and processes as they naturally occur, ensuring minimal influence on the participants.
Key Features:
· Non-intrusive and avoids influencing participants' actions.
· Helps capture authentic behaviors and processes.
· Suitable for studying sensitive or routine activities.
Example:
· Observing customers in a retail store to understand shopping patterns and behavior without engaging with them.
· Watching how employees interact with a new software system in a workplace without offering suggestions or guidance.

Differences Between Active and Passive Observation:
	Aspect
	Active Observation
	Passive Observation

	Involvement Level
	High – the observer interacts and participates.
	Low – the observer remains an external spectator.

	Impact on Behavior
	May influence participants’ actions to some extent.
	Aims to observe natural, unaffected behavior.

	Purpose
	To explore motivations and clarify observed actions.
	To capture authentic, uninfluenced processes.

	Data Collection
	Includes detailed explanations and clarifications.
	Focuses on visual and contextual details.

	Example
	Shadowing a software user while asking questions.
	Watching users interact with software unnoticed.




QUES 6) How do you conduct the Requirements Workshop.

ANS) A Requirements Workshop is a structured, collaborative meeting where stakeholders, including business users, subject matter experts, and project team members, gather to identify, refine, and prioritize project requirements. It is facilitated to ensure alignment, resolve conflicts, and produce clear, actionable requirements that guide project development.

Steps to Conduct a Requirements Workshop-

· Set Objectives: Decide the goal, like gathering user needs for a new app.
· Example: Identify key features for a CRM system.

· Invite Stakeholders: Include users, developers, and experts who can contribute insights.
· Example: Add product owners and end-users to ensure diverse views.

· Prepare Logistics: Choose a venue, set up tools (like whiteboards), and plan the agenda.
· Example: Use Miro for online brainstorming.

· Kick-off Session: Introduce objectives, define ground rules, and align everyone.
· Example: State, “No idea is wrong—feel free to share openly.”

· Elicit Requirements: Use techniques like brainstorming or role-playing to capture ideas.
· Example: Ask users to describe challenges in placing online orders.

· Prioritize and Analyze: Categorize and rank ideas using frameworks like MoSCoW.
· Example: Mark “real-time notifications” as a must-have feature.

· Validate Outputs: Summarize requirements and confirm understanding with all attendees.
· Example: Share a documented list for review.

Follow-Up: Distribute workshop outcomes and schedule further sessions if needed.
Example: Email the prioritized feature list for stakeholder approval.

QUES 7) In which context, Interview Technique can be conducted by a BA ? How many approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Questions

ANS) Context for Conducting Interview Technique by a Business Analyst
The Interview Technique is conducted to gather detailed and accurate requirements from stakeholders in contexts such as:
1. Understanding Stakeholder Needs: When detailed information about processes, challenges, or expectations is required.
Example: Interviewing users to understand pain points with an existing CRM system.
2. Validating Requirements: To confirm gathered requirements with experts or stakeholders.
3. Eliciting Specific Domain Knowledge: When the project requires expertise or insights from subject matter experts.
4. Exploring Unarticulated Needs: To uncover hidden or unexpressed requirements through discussion.

Approaches to Conducting Interviews
Structured Interview:
1. Follows a pre-defined set of questions, ensuring consistency and comparability across interviews.
2. Suitable when clear information is required, and there is little flexibility in the process.
3. Example: Asking users pre-defined questions about their experience with an e-commerce app.
Unstructured Interview:
4. Has an open format with flexible and exploratory questions, allowing deeper insights and free-flowing conversations.
4. Best for discovering new ideas or understanding ambiguous topics.
4. Example: Discussing user frustrations without predefined questions to uncover unique perspectives.

Differences Between Open-Ended and Closed-Ended Questions
	Aspect
	Open-Ended Questions
	Closed-Ended Questions

	Definition
	Questions that require detailed, explanatory answers.
	Questions that can be answered with "Yes," "No," or a specific choice.

	Purpose
	To gather detailed insights and explore new ideas.
	To obtain precise and direct information.

	Examples
	"What challenges do you face with the current system?"
	"Do you use the current system daily?"

	Use Case
	Understanding user behaviors and preferences.
	Verifying facts or confirming specific details.

	Flexibility in Response
	High; answers can vary widely.
	Low; responses are limited and predefined.




QUES 8) Questionnaire Technique – Where we will use? Give one example?
ANS) Questionnaire Technique
The Questionnaire Technique is a structured method for collecting information from stakeholders by using a set of pre-defined questions. It is typically used to gather feedback, preferences, opinions, or data from a large group of people efficiently and in a standardized manner. This technique can include both open-ended and closed-ended questions, depending on the level of detail required.
Example: A company sends out a questionnaire to employees to assess their satisfaction with a new remote work policy.
The Questionnaire Technique is used to collect information from a large group of stakeholders or end-users efficiently. It is ideal when:
1. Mass Feedback is Required: When gathering input from a dispersed or extensive audience.
Example: Surveying 500 employees about their satisfaction with a new IT tool.
2. Comparing Responses: To identify trends, patterns, or consensus on requirements.
3. Time or Budget Constraints: When conducting individual interviews is not feasible.
4. Anonymous Feedback is Needed: To encourage honesty on sensitive topics.

Example
· Scenario: A Business Analyst designs a questionnaire to gather feedback on a company's e-commerce platform.
· Question: "How satisfied are you with the current payment process?" (Rated 1–5, with 1 being very dissatisfied and 5 being very satisfied).
This technique allows the BA to efficiently gather insights that guide improvements to the platform.



QUES 9) How to Sort the Requirements – Where we will use? Give one example.
ANS) Sorting requirements involves systematic steps to ensure clarity, alignment, and prioritization for project execution. Below are the key steps:
Define Stakeholders: Identify the individuals or groups (e.g., customers, users, developers) who will influence or benefit from the project.
Example: Include product owners, end-users, and technical teams in the sorting process.
Identify Business Needs and Divide Them: Break down the business goals into specific requirements and categorize them as functional (system behaviors) or non-functional (performance, security, usability).
Example: Functional - "The system should generate invoices"; Non-functional - "Invoices must be generated within 2 seconds."
Create Groups of Similar Requirements: Cluster related requirements based on themes, functionality, or business areas to simplify analysis and prioritization.
Example: Group all payment-related requirements like "Add payment methods" and "Enable payment tracking."
Create Supporting Artifacts: Use diagrams, matrices, or models (e.g., process flowcharts, wireframes, or mockups) to visualize and structure requirements for better understanding and validation.
Example: Create a flowchart showing the steps of an order management process.
This approach ensures that requirements are organized for better analysis, prioritization, and alignment with project goals.
Where We Will Use Sorting?
Sorting is crucial during the requirements analysis phase, especially when:
· Handling Large Projects: With numerous requirements that need prioritization.
· Limited Resources: When constraints like time or budget exist.
· Resolving Conflicts: To align conflicting stakeholder priorities.

Example
Scenario: A Business Analyst is working on an e-commerce website redesign.
Action: They use MoSCoW to prioritize requirements:
· Must-Have: Secure payment gateway.
· Should-Have: Live chat support.
· Could-Have: User wish list.
· Would- Have: AI product recommendations for this phase.
This ensures focus on delivering essential features within the project's constraints.



QUES 10) Prioritise the Requirements–Where we will use? Give one example.

ANS) Prioritizing Requirements:
Prioritizing requirements involves ranking tasks or features based on their importance, urgency, and impact. It is commonly used in project management, product development, and strategic planning to ensure that resources are allocated efficiently and the most critical needs are addressed first.

Example Use Case: Software Development (Agile Methodology)
In Agile project management, prioritizing requirements is a core activity. Teams use methods like MoSCoW (Must have, Should have, Could have, Would have) to decide which features or tasks are essential for a project phase or sprint.

Example:
Scenario: A food delivery app is being updated to improve user experience.
Requirements:
1. Add real-time order tracking (High priority - Must have).
2. Introduce a rewards program for loyal customers (Medium priority - Should have).
3. Enable voice-activated ordering (Low priority - Could have).

Usage of Prioritization:
The team focuses on building the real-time order tracking feature first because it directly impacts customer satisfaction and retention. The rewards program is planned for a later release, and voice-activated ordering is deferred to a future roadmap.

This process ensures the most value is delivered to users and stakeholders within the given constraints.

QUES 11) Weekly status reporting – How we will drive?
ANS) Weekly status report is a summary of all work done during a week and how these activities contributed to the completion of a task or a project, or how each one brings the team closer to the achievement of their targets.
Questions that can be asked in a weekly status report include:
1) What have you been working on recently?
[bookmark: _GoBack]2)What are your top priorities?
3)What are your challenges going into next week?
Steps to Drive Weekly Status Reporting:
1. Define Key Metrics: Determine what will be reported (e.g., progress, blockers, risks).
2. Choose the Format: Use a standardized template (e.g., table, dashboard).
3. Gather Information: Collect updates from all team members.
4. Summarize and Analyze: Review and highlight key insights and trends.
5. Meet with Stakeholders: Present the report in a brief meeting.
6. Share the Report: Distribute the finalized report to relevant parties.
7. Focus on Actionable Insights: Highlight critical issues and next steps.
8. Use Dashboards for Real-Time Updates: Leverage tools for ongoing tracking.
9. Track Progress: Compare actual progress to project goals.
10. End-of-Week Review: Review achievements, set new goals for the next week.


Top of Form

QUES 12) Meeting Minutes Document – prepare one Sample.
· ANS)     Minutes of Meeting (MoM) is a formal written document that summarizes the discussions, decisions and actions taken during a meeting.
· It serves as an official record of what transpired during the meeting and helps to ensure that everyone is on the same page regarding key points and action items.
· MoM is particularly important for tracking project progress, documenting decisions and assigning responsibilities.
	Meeting Title:
Weekly Project Status Update

	Date & Time
	December 23, 2024
10:00 AM – 11:00 AM

	Locations
	Conference Room 2 / Virtual (Zoom)

	Attendees
	·  John Doe (Project Manager)
·  Jane Smith (Lead Developer)
·  Mark Johnson (QA Lead)
·  Sarah Lee (Business Analyst)
·  Emma Davis (UX Designer)

	Agenda
	·  Review of last week’s progress
·  Discussion of current project blockers
·  Action items for next week
·  Any other business


	Discussion summary
	·  Review of Last Week’s Progress:
·  All tasks from last week were completed on schedule. Development is 80% complete, with the remaining features to be finished by the end of the week. Minor bugs were identified in version 1.2 during QA testing, which are being addressed.
·  Current Blockers:
·  Integration with the payment system is delayed due to issues with the API documentation. The vendor is expected to resolve this by Monday. UX team is waiting for final feedback from the client on design changes.
·  Action Items for Next Week:
·  Tasks were outlined for each team member, with specific deadlines for completion.


	Decisions made
	· The payment system API issue will be escalated with the vendor, and a follow-up will occur on December 27.
· UX team will proceed with submitting the final design revisions to the client by December 24.
· The development team will focus on completing the remaining features by December 26.


	Action items
	·  Jane Smith (Lead Developer):
·  Complete remaining development features by December 26.
·  Mark Johnson (QA Lead):
·  Begin testing the new build on December 29 once the API issue is resolved.
·  Sarah Lee (Business Analyst):
·  Follow up with the payment vendor about the API issue by December 27.
·  Emma Davis (UX Designer):
·  Submit design revisions to the client by December 24.


	Owner 
	The individual responsible for completing the action item or task.

	Due Date
	The specific date by which the action item or task must be completed.

	Agenda summary
	A brief overview of the key topics or objectives discussed during the meeting.

	Next Meeting:

	Meeting Title
	December 30, 2024

	Date & Time
	10:00 AM

	Location
	Virtual (Zoom)

	Expected Attendees
	Project milestone review



Q13) Change Tracker – Document - prepare one Sample.
ANS)Change Tracker document is used by the project team to log and track change requests made throughout the life of the project.
	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved By

	2024-12-10
	1.0
	Initial draft of the document
	John Doe
	Project Manager
	[Signature]
	Sarah Lee (Director)

	2024-12-12
	1.1
	Added details on project scope changes
	Jane Smith
	Business Analyst
	[Signature]
	Mark Johnson (VP)

	2024-12-14
	1.2
	Updated timeline due to vendor delays
	Emma Davis
	UX Designer
	[Signature]
	Sarah Lee (Director)

	2024-12-16
	1.3
	Revised budget allocation
	Mark Johnson
	Financial Analyst
	[Signature]
	John Doe (Project Manager)

	2024-12-18
	1.4
	Modified task assignments
	Sarah Lee
	HR Manager
	[Signature]
	Emma Davis (UX Designer)



Q14) Difference between Traditional Development Model and Agile Development Models 
ANS)
	Aspect
	Waterfall (Traditional Development)
	Agile 

	Development Approach
	Sequential, linear process. Each phase is completed before moving to the next.
	Iterative and incremental. Development happens in short cycles (sprints).

	Adaptability and Flexibility
	Low adaptability. Changes are difficult to implement once a phase is completed.
	High adaptability. Can accommodate changes and updates during each sprint.

	Project Planning
	Detailed upfront planning with fixed requirements. Full project timeline mapped out at the start.
	Adaptive planning with evolving requirements. Detailed planning for each sprint.

	Delivery of Software
	Final product delivered at the end after all phases are completed.
	Incremental delivery at the end of each sprint, providing working software regularly.

	Client Involvement
	Limited to the initial phase (requirements gathering) and final delivery.
	High client involvement throughout the project. Continuous feedback is gathered at the end of each sprint.



Q15) Explain Brainstorming Technique – Where to use?
ANS)The Brainstorming Technique is a creative process used to generate a wide range of ideas and solutions around a specific problem or topic. 
It is often employed in environments where innovation and creativity are needed. 
The goal is to develop ideas without immediate judgment or criticism.
Where to Use Brainstorming:
Product Development:
1. To come up with new features or ideas for a product.
2. Helps in exploring different approaches and identifying innovative features.
Marketing Strategy:
1. To generate ideas for new marketing campaigns, content ideas, or brand messaging.
1. Encourages diverse perspectives and creative solutions.
Problem Solving:
1. For tackling complex challenges within a team or organization.
1. Useful in identifying root causes and potential solutions.
Team Building:
1. Helps teams bond and work together to develop ideas for company improvements.
1. Encourages collaboration and creativity among team members.
Innovation Projects:
1. To foster creativity and brainstorm new product or service ideas.
1. Useful in industries focused on technology, software development, and consumer products.
Overall, brainstorming is especially useful in contexts where generating a large number of ideas quickly, encouraging creative thinking, and promoting collaboration are critical. It’s often employed in workshops, team meetings, and creative sessions.

Q16) What reports Accounts Departments will generate (minimum 5 reports) –
ANS)Here are five reports that the Accounts Department might generate in the Employees Loan Management System:
1. Loan Disbursement Report
	Employee ID
	Employee Name
	Loan Amount
	Loan Approval Date
	Repayment Schedule
	Loan Terms and Conditions

	1001
	John Doe
	$5,000
	2024-01-10
	12 months
	5% interest rate, monthly payments

	1002
	Jane Smith
	$3,000
	2024-02-15
	6 months
	4% interest rate, monthly payments

	1003
	Mark Johnson
	$10,000
	2024-03-20
	24 months
	6% interest rate, monthly payments



2. Loan Repayment Status Report
	Employee ID
	Employee Name
	Loan Amount
	Amount Repaid
	Remaining Balance
	Repayment Due Date
	Overdue Status

	1001
	John Doe
	$5,000
	$2,000
	$3,000
	2024-12-10
	No

	1002
	Jane Smith
	$3,000
	$1,500
	$1,500
	2024-08-15
	No

	1003
	Mark Johnson
	$10,000
	$4,000
	$6,000
	2025-03-20
	Yes



3. Employee Loan Eligibility Report
	Employee ID
	Employee Name
	Eligibility Criteria Met
	Loan Amount Eligible
	Approval Status

	1001
	John Doe
	Yes
	$5,000
	Approved

	1002
	Jane Smith
	Yes
	$3,000
	Approved

	1003
	Mark Johnson
	No
	N/A
	Rejected



4. Loan Rejection Report
	Employee ID
	Employee Name
	Loan Amount Requested
	Rejection Reason
	Rejection Date

	1003
	Mark Johnson
	$8,000
	Insufficient tenure and salary
	2024-03-15

	1004
	Lucy Brown
	$2,500
	Exceeds maximum loan limit
	2024-04-10



5. Salary Deduction Report
	Employee ID
	Employee Name
	Loan Amount
	Monthly Deduction
	Deduction Start Date
	Remaining Loan Balance
	Total Paid to Date

	1001
	John Doe
	$5,000
	$450
	2024-01-10
	$3,000
	$2,000

	1002
	Jane Smith
	$3,000
	$500
	2024-02-15
	$1,500
	$1,500

	1003
	Mark Johnson
	$10,000
	$417
	2024-03-20
	$6,000
	$4,000


These reports will help the Accounts Department in managing loan-related data, providing insights into loan disbursements, repayment statuses, eligibility, rejections, and deductions from employee salaries.


Q17) What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
ANS)Here is a structure for the message/mail from the HR Department to the employee in case the loan is rejected:

Subject: Loan Application Status - Rejection Notification

Dear [Employee Name],
I hope this message finds you well.
We regret to inform you that your loan application for the amount of [Loan Amount Requested] has been rejected after a thorough review of your request.
Reason for Rejection:

[Provide a clear, concise reason for the rejection, such as: "Insufficient tenure with the company," "Exceeds the loan eligibility limit," "Inconsistent financial history," etc.]
While we understand this may be disappointing, please note that the rejection is based on the criteria defined by the company’s loan policy.
We encourage you to reapply in the future once your circumstances align with the loan eligibility criteria. If you have any questions or would like further clarification regarding the decision, please feel free to reach out to the HR department at [HR Department Email] or [HR Department Phone Number].
Thank you for your understanding.

Best regards,
[HR Representative Name]
[HR Department]
[Company Name]
[HR Department Email]
[HR Department Phone Number]

Q18) What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved? 
ANS)Here is the structure for the message/mail from the HR Department to the employee in case the loan is approved:

Subject: Loan Application Status - Approval Notification

Dear [Employee Name],
We are pleased to inform you that your loan application for the amount of [Loan Amount Requested] has been approved.
Loan Approval Details:
· Approved Loan Amount: [Loan Amount Approved]
· Loan Repayment Schedule: [Provide details of the repayment schedule, e.g., "Monthly deductions of [Amount] from your salary"]
· Loan Terms & Conditions: [Mention the key terms, such as interest rate, loan duration, etc.]
We request that you carefully review the attached loan agreement, which outlines the full terms and conditions of the loan. If you agree to the terms, please sign the loan agreement and return it to the HR department by [Due Date] to proceed with the loan disbursement.
Once you have confirmed your acceptance, the loan amount will be credited to your account, and deductions will begin according to the repayment schedule.
If you have any questions or need further clarification regarding the loan terms or the process, please feel free to reach out to the HR department at [HR Department Email] or [HR Department Phone Number].
Thank you, and congratulations on your loan approval.

Best regards,
[HR Representative Name]
[HR Department]
[Company Name]
[HR Department Email]
[HR Department Phone Number]

Q19) Design a sample report on the Loans applications Received by the accounts department.
ANS)A Loan Applications Report is a document used by an organization (typically the Accounts or HR department) to track, manage, and provide details about loan applications submitted by employees. It includes important information such as:
· Employee details (name, department)
· Loan request details (amount, type of loan)
· Application status (approved, rejected)
· Approval dates and repayment terms
· Reasons for loan approval or rejection
· Employee acknowledgment (signature or remarks)
Loan Applications Report
	Loan Application ID
	Employee Name
	Department
	Loan Amount Requested
	Loan Type
	Application Date
	Loan Status
	Approval Date
	Loan Repayment Start Date
	Amount Approved
	Reason for Rejection/Approval
	Employee Signature
	Remarks

	LA-1001
	John Doe
	IT
	$5,000
	Personal Loan
	2024-12-05
	Approved
	2024-12-10
	2025-01-01
	$5,000
	Eligible and within limits
	[Signature]
	-

	LA-1002
	Jane Smith
	HR
	$8,000
	Home Loan
	2024-12-07
	Rejected
	N/A
	N/A
	N/A
	Exceeds the loan eligibility limit
	N/A
	-

	LA-1003
	Mark Johnson
	Finance
	$2,500
	Personal Loan
	2024-12-08
	Approved
	2024-12-12
	2025-01-01
	$2,500
	Approved based on eligibility
	[Signature]
	-

	LA-1004
	Emily Davis
	Marketing
	$7,000
	Education Loan
	2024-12-10
	Rejected
	N/A
	N/A
	N/A
	Insufficient tenure with the company
	N/A
	Employee to reapply

	LA-1005
	William Brown
	Sales
	$4,000
	Medical Loan
	2024-12-12
	Approved
	2024-12-15
	2025-01-01
	$4,000
	Approved under medical loan criteria
	[Signature]
	-



[image: IMG_256]
Here is a pie chart showing the distribution of loan application statuses. The chart indicates that 67% of applications were approved, while 33% were rejected.
Q20) Which reporting Tools we will use for generating reports.
ANS) 
· Excel for creating detailed reports through pivot tables, charts, and data analysis features. Excel is highly effective for working with smaller datasets, quick analysis, and creating static reports. 
·  Power BI allows for more advanced reporting, providing interactive dashboards and real-time analytics, which makes it ideal for large datasets and dynamic, visual reports that can be shared across teams.
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