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Introduction

iIntroduction

The course is designed to provide introductory understanding for anyone
interested to dive into the field of Business Analysis.

Understanding of SDLC and interest in the field of business analysis is
www.hpspro.ca mandatory.

Introduction

Course Scope

* Business analysis best practices
* Role of Business Analyst

* Project portfolio

* Solution vision and scope

* Requirements planning, elicitation,
analysis and documentation

* Modelling requirements

* Requirement assessment and
validation

www.hpspro.ca




Introduction

Identify business analysis
best practices

|dentify the role and
responsibility of the BA

Define requirements

Explain the importance of
managing risk

Identify phases in the
business analysis process

Define the solution vision
and scope

www.hpspro.ca

Course Objectives

By the end of the course, you will be able to :

Plan the requirement
elicitation process

Recognize the importance
of analyzing and
documenting
requirements

Explain the role of
modelling for documenting
and communicating
requirements

Perform requirement
validation and traceability

Introduction

Course

Teaching
Method and
Materials

*This course uses and instructor-led
teaching method with participant
interaction (for example, sharing
participant work experiences with
business analysis)

* The course material includes-
* Participant Guide
¢ Reference Manual

* Multiple Choice Exams




Introduction

Participant Introduction

* Name) Company & Position

*.Current Responsibilities

«’Experience in Business Analysis

* Expectation from this course

i Objectives

By the end of this module you will be able to -

* |dentify business analysis best practices

* Explain the implementing business analysis best practices help reduce risk
* Describe the BABOK and role of |IBA

www.hpspro.ca




Introduction

What is Business Analysis?

Business analysis is the set of tasks knowledge, and techniques associated with
eliciting, validating, structuring, and documentingfrequirements based on
business needs in order to solve business problems:

www.hpspro.ca —

i BABOK

* |s published by International Institute of Business Analysis (IIBA)

* Describes business analysis areas of knowledge,and their associated activities,
tasks, and skills necessary to be effective in their execution

.'m Intermational Institute
of Business Analysis™

www.iiba.org

www.hpspro.ca




' BABOK Knowledge Areas
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i IIBA Certification Program

* [IBA has established and currently operates a certification program for BAs
known as Certified Business Analysis Professional {CBAP)

* To become a CBAP, BAs must complete-
7,500 hours of hands-on work experience«in business analysis in past 10 years
21 hours of professional development in‘past 4 years
* A written examination with questions based on BABOK content

www.hpspro.ca




' Best Practices in Business Analysis &

* Determine the business problem or
opport .

I gnostic approach
p& process based approach

A
e A
K@ models

* Determine root cause
* Determine current performance through
metrics

* |dentify direct and indirect stakeholders
* Involved users

www.hpspro.ca

' Best Practices in Business Analysis (continued) &

* Determine process improvement through

metrics QL’
* Bui siness case
. Ci& t iterative processes

ch business needs and requirements

&t roughout the business analysis process
* Develop and follow standardized business

analysis techniques
e Develop and follow a repeatable

methodology
* Document lessons learned

www.hpspro.ca




' Benefits of Business Analysis

 Organizational Benefits
* Benefits of a Center of Excellence (COE)
* Project or Triple Constraint (Time / Cost / Scope) Benefits

www.hpspro.ca

i Organizational Benefits

* Increased likelihood of accomplishing the business strategy

* Improved work processes, systems, and product§ producing greater cost
savings, more accurate schedules and an inerease in customer satisfaction

* More effective communication and collabaration among the stakeholders
throughout the organisation

e Clearer understanding of stakeholder,needs

* Improved productivity and effigiency in requirement analysis
* Improved flexibility to resp@nd te’project complexity

* Improved ability to accommiodate requirement changes

* Better decision making ati\all levels of the organization

* Increased stakeholder involvement and satisfaction

www.hpspro.ca




' Benefits of a Center of Excellence (COE)

 Better alignment between project and organizational goals

 Reusability of requirements and models — use of a répeatable and continuously
improved requirements process

* Better alignment of expectations between stakeholders and project teams
* Improved management of skills, best practisesiand standards
* Minimised cost and schedule overruns,through early problem identification

* Less rework through traceability, when problems are appropriately identified and
solved for the first time

* Improved requirements managément to ensure planned benefits
» Seamless transition of delivérables to other phases of project

* Improved quality of deliverables

* Documentation and use of lessons learned

www.hpspro.ca

i Project Constraint Benefits

* Deliver benefits to the marketplace
around sodhdsrequirements, which
reduces’Cost by preventing poor scope
definition

Resources

Quality

* Minimize the number of change requests
a\project will undertake and consequently
prevent unnecessary scope creep

* Decrease the time it takes to bring
products to market and increase

Risk competitiveness in both the marketplace

and internally with employees

www.hpspro.ca




' Discussion

What is role of the BA in your organisation?

www.hpspro.ca

i Key Messages

 Business analysis is the set of tasks knowledge, and techniques associated
with eliciting, validating, structuring, and documgénting requirements based
on business needs in order to solve business prablems

 Business analysis involves-
* The investigation of a business problem.or opportunity
* The analysis and documentation of the sequirements that a solution must satisfy

 Support to project managers threlighout the solution development life cycle to ensure
that the requirements are met

* Applying business analysis \oést practices helps organizations to minimize
threats and to maximize apportunities

www.hpspro.ca




Module 1

Module 1 — Role of the Buisiness Analyst

www.hpspro.ca

i Objectives

By the end of this module you will be able to -

* |dentify the phases in the business analysis process

* Describe the role of the BA

* |dentify BA competencies through the BA Success Model

* |dentify the responsibilities of the BA

 Describe the typical career path of.a BA

 Explain the role of the BA in‘regafd to other jobs in organization

www.hpspro.ca




Module 1

The Business Analysis Process

]

Defining the

Business analysis begins when
organizational changes are
needed to implement the e
business strategy

Eliciting

Approval of Final
—> Project
Deliverables

Requirements

I

Analysing &

o0-Go Go
Documenting
Requirements
v

Analysing &
Validating
Requirements

www.hpspro.ca

Module 1

Management, Control, and Communication

&
of \

Communication
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Module 1

AS-IS and TO-BE

* The BA analyzes and documents the AS-IS (the current state) and the TO-BE (the future state) of
the business and its processes, business rules, data, and systems

* The BA elicits and documents the requirements for the prgpesed business solution to address the
problem identified in the AS-IS

* Analyzing and documenting the AS-IS and TO-BE ocgufs at multiple stages of the business analysis
process

The Purpose of Analysing and Documenting The Purpose of Analysing and Documenting
the AS-IS state the TO-BE state

* Frame the business problem \AY * Define the solution vision and scope
* Determine the root cause * Model the future state
* Provide the baseline against which * Define solution requirements

improvement will be measured
www.hpspro.ca

Module 1

Exercise 1-1

Define the AS-IS and the TO-BE

www.hpspro.ca




Module 1

Role of the BA

Serves as the representative of the business

Manages Requirements

Facilitates communication among key stakeholders

Negotiates solutions between stakeholders and technical team

Validates solutions against requirements

* Works to ensure process improvement

* Provides risk decision support

* Participates in pre-project activities’such as strategic enterprise analysis
(typically performed by SeniogBA)

www.hpspro.ca

Module 1

BA Role vs. PM Role

Project Managers Business Analysts

Concerned with overall project success ConceW\Jhe overall success of the solution

Manages the project according to the triple Mafiages requirements to ensure they are justified

constraint

Defines project scope Y’ Defines solution scope and works with PM to refine
r project scope if necessary

Ensure that the project is delivered on tigfie , within  Ensure that the “right” product is built — that is, the
budget, and within scope; removes issues/ barriers one that meets customer needs

Manages change request process h¢ Manages requirements necessary to support
proposed change requests

Identifies, assesses, and evaluates overall project/  Identifies, assesses, and evaluates risk associated
organisational risk with requirements

www.hpspro.ca




Module 1

BA vs. SA vs. TM Roles

Business Analyst (BA) System Analyst (SA) Test Manager (TM)
Responsible for the BRD Responsible for the tech N\ Responsible for the master test
document K plan
Elicit, Analyse, and document Translates requirementsiinto Plans test of solution to ensure
requirements specs. requirements compliance

Communicates requirements to Comm%ﬁes‘oecs. back to BAs Works with test team to

SAs for validation against determine levels and type of
re testing to V&V requirements
'\
Remains business oriented and Reliesion tech. architects to Ensures compliance with specs &
tech. neutral decide on the tech. platform ultimately requirements
Helps TM produce test cases Designs the solution based on the Creates a test plan

requirements

www.hpspro.ca

Module 1

Business Analysis Success Model

Organisational structure and design, Organisational

strategy, Principles of IT, Domain knowledge, Audit

ability (Capability Maturity Model Integration) Six

Si ware acquisition, Resource management,
est for Proposal (RFP), Request for Information

(REI), Request for Quotation (RFQ), Compliance (SOX)

Facilitation, Communication, Relationship Building,
Influencing, Team Working, Stakeholder Analysis &
Management, Detail-oriented, Problem solving,
Leadership, Conflict Management

Elicitation, Investigation, Verification technique,
Requirements validation, Solution assessment,
Business process modelling and management, Use
case analysis, Object oriented analysis, Enterprise

_ analysis, Change Management, Project Management,
—— o * | Business case development

www.hpspro.ca

Interpemsonal
hilhs




BA Level

Senior

Intermediate

Junior

BA Career Path

Proficiencies

Independently perform
complex analysis tasks and
support strategic enterpri
analysis

ﬁ
Performs analysis tasks
independently

Performs ana §ks
with help

www.hpspro.ca

Module 1

Other Job Roles in Relation to BA

Project
Manager

Governance
Body

Functional
Management

Executive
Management

Subject Matter
Expert

Test Manager

Has overall responsibility for the
project activities

Consists of the change control board,
project portfolio committee, and so
on

Provides resources for business
analysis activities

Accepts or rejects the requirements;
participates in quality assurafice
reviews and acceptance tests

Provides and validates‘infefmation
regarding business @perations

Has overall responsibility of solution
testing

www.hpspro.ca

Translate business requirements into
specifications for the solution; often
performs test planning; participates
in reviews or inspections to verify
technical specifications

System Analyst

Verifies that the solution meets
specifications

Developer /
Programmer

End User Is the source for User requirements,
uses the solution to perform business
tasks, and is the preferred resource

to validate the solution

Stakeholder

May participate in the review of
requirements and test plans and
results




Module 1

Discussion

In what specific ways do BAs interact with
other members of your organization ?

www.hpspro.ca
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Module 1

Key Messages

* The business analysis process consists of
six key phases:

- Analyzing the enterprise
- Defining vision and scope
- Planning requirements

- Eliciting requirements

- Analyzing and documenting
requirements

- Assessing and validating requirements

www.hpspro.ca

The BA—

Serves(as. a representative of the
busifiess

Manages requirements

Facilitates communication amongst
stakeholders

Negotiates solution between the
stakeholders and the technical team

Validates the solution against
requirements

Works to ensure process improvement

Provide risk decision support
Participates in pre-project activities such
as strategic enterprise analysis




Module 1

Next Steps : Action Plan

How/can'you apply what you learned in this
maodule to your work environment?

* Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action

Module 2

Module 2 — Supporting the Project Portfolio

www.hpspro.ca
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' Objectives

By the end of this module, you will be able to —

 Explain the purpose of strategic enterprise analysis and how it contributes to
the IT strategy

* Describe the solution development life cytle and how it relates to the IT
strategy and the project life cycle

www.hpspro.ca

e

i Project Portfolio

* “Collection of projects that fall under a single management umbrella”

* “Each project may be related or independent of one another, but the collection as a whole
is aimed at achieving one or more organizational objectives

Types of Project within the Project Pottfolio

* Non mandatory /\") * Mandatory

* Motivation is return®n * Motivation is compliance
investment (RQ!) with law, litigation, audits, or
perhaps safety

www.hpspro.ca




Module 2

Strategic Enterprise Analysis

* Defined as the study, modeling, and maintenance of the relationship between the strategic
business plan and its important business support functians

Usually conducted when an organization is —

Undergoing business changes (for example, going.throeugh acquisition, merger, divestiture,
and so on)

Reviewing current business performance‘statistics

Investigating new business strategies’or opportunities

Examining the current portfolio af projects (IT and Non IT) that are currently in process

www.hpspro.ca

Module 2

Role of the BA in Strategic Enterprise Analysis

* |s typically a senior- level member of organization

* Serves as a team member, along with other executives, functional managers, division
heads, the CIO, and other organizational leaders

* Ensures that requirements for new solutions are-raced back to the business strategy

www.hpspro.ca




' Outputs of Strategic Enterprise Analysis

Presents the portfolio management committee with a decision package composed of -

* A description of the business problem or opportunity

* An assessment of the expected impacts of the propesed project on organizations

» A description of the solution options including eaeh option ‘s feasibility , costs and benefits

* An assessment of the organization’s abilityt@ proVide the requisite resources and expertise
to deliver a viable business solution

* The selection and prioritization of prejeets that will be required to implement the business
strategy

www.hpspro.ca

i Benefits of Strategic Enterprise Analysis

Provide insight to duplication of effort and redundant projects

[ ]

Foster detailed portfolio analysis and oversight of busingss process improvement projects

°

Provides the overarching blueprint for the organization's future operations

Helps determine how to meet the business stratégy by prioritizing projects

°

Provides the background for establishing afarmal and effective portfolio management
system

Maximizes return on investment

Helps determine whether the henefits from any individual project have a boarder benefit
to the organization

www.hpspro.ca




Module 2

Discussion

How are projects selected within your
organization?

What is BA's involvement in the project
selection process?

www.hpspro.ca

i IT Strategy

* Sets the direction for how IT supports an organization business strategy

* Receives support from strategic enterprise analysis, whiehi'promotes consistency between
business operations and IT systems

Solution Development-Life Cycle (SDLC)

The SDLC -
Is @ model for developing and acgUiring.a solution

Includes both developed and purchased solutions m

Operates with the project life eycle

Specializes how IT obtains and manages IT solutions

in support of the organization strategic decision Waterfall SDLC =3

www.hpspro.ca




' Iterative SDLC

* With an iterative SDLC, phases are partially -
developed and tested with repeated
iterations until all the requirements are -
met

* Agile is a method of iterative development.
Its emphasis is on values and principles

rather than on processes

www.hpspro.ca

i The Project Lifecycle and the SDLC

Initiation
Planning
Implementation

B w o

Closeout

* The project lifecycle is a framework for.describing the phases involved in developing and
implementing a project

* The SDLC typically aligns with the phases of the project lifecycle, but the activities and
tasks within the phases, and the sequence of the phases, may differ

www.hpspro.ca




' Key Messages

* The portfolio is a collection of projects, programs and other initiatives grouped
together for management and control purposes whose individual objectives and
benefits are aimed at satisfying the organization’s strategic objectives

* Projects making up the portfolio can be grouped\into two categories:

- Discretionary
- Nondiscretionary

* Strategic enterprise is the study, modelihg and maintenance of relationship
between the strategic business plan.and its important business support functions.

e An organization’s IT strategy sets theddirection for how IT supports the business
objectives of the organization

e The SDLC specifies how IT obtains and manages IT solutions in support of the IT
strategy

www.hpspro.ca

Module 2

Next Steps : Action Plan

How/can'you apply what you learned in this
maedule to your work environment?

e Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action




Module 3

Module 3 — Developing the Solution Vision

and Scope

www.hpspro.ca

i Objectives

By the end of this module, you will be able to —

* |dentify the components of the vision and scope,report
* Explain the process of defining vision and scope

* Describe the importance of validating thé solution scope

www.hpspro.ca




Module 3

Mission Statement VS Vision Statement

Mission Statements

* Who are we as a organization

* What goods and services we provide

* Our customers, suppliers, and business pastners
 Our industry, market niche, geographical boundaries

Vision Statements

* Enterprise vision describes\where the organization would like to be 5, 10, and
20 years from now

* Solution vision describes the affected business areas once the project is
complete

www.hpspro.ca

i Solution Vision Statement

A solution vision statement should -

* Address the business problem and opportunity.

* Provide an unbounded view of the possible solution
* Map the business goals

* Balance competing interests to provide a shared vision backed by stakeholder
consensus

* Be captured in the vision and scope report
* Be only one or two paragraphs in length

www.hpspro.ca




' What is Solution Scope?

 Define the boundaries of the solution, or what stakeholders expect the
solution to do and not do
* |s an important early step in requirement elicitation:

- Drives subsequent planning processes-for requirements elicitation and the
project itself

- Helps manage customer expectations
* Differs from project scope:

- Project scope applies ta entire project
- Solution scope applies.only to the requirements of the solution itself

www.hpspro.ca

Module 3

What is a Feature?

» A feature is a high-level solution characteristic that carries with it a
measurable potential benefit

* The BA’s role is to ensure that the features idéntified to solve a business
problem are documented in the vision and scope report

www.hpspro.ca




Module 3

Vision and Scope Report

* Executive summary

e Approval

* Current business: AS-IS model

* Vision and scope: TO-BE model

* Assumptions, dependencies, and constraints
* Risks

* Proposed schedule

* Proposed budget

* Revision log

www.hpspro.ca

Module 3

Capturing the Solution Vision

 Capturing a solution vision is a creative process involving a collaborative effort

among stakeholders

Business Sponsor It is their project. The\“’*lh)e the one to defend the
solution once its ip,gle ented.

Toavoid resj c\ub the system upon release, users
should ha
visiorydecia S

portunity to give input into solution
Project Manager T @t manager is responsible for building the
< ion and should participate in solution visioning

Technical Representatives /k\nical representatives ensure the vision includes
\features that are technically feasible

BA The BA participates in stakeholder identification and may
facilitate the visioning workshop

www.hpspro.ca




' Conducting the Visioning Workshop

* The visioning workshop is usually facilitated by the BA. It involves four steps:

1. Brainstorming
2. Organizing
3. Ranking

4. Scoping

www.hpspro.ca

i Visioning Workshop : Brainstorming

Brainstorming consists of following steps:
1. Recap the business problem, cause and stakeholdeérs involved
2. Solicit any and all ideas for solution features without restriction

3. Continue brainstorming by asking, for,€ach stakeholder, “ What would the
ideal solution do for you?”

4. Avoid all debate but encourage’participation

Other facilitation techniques;\which will be addressed in another module also
assists with visioning.

www.hpspro.ca




' Visioning Workshop : Organizing

* Remove the features that cannot be linked directly to a stated business

problem
* Group remaining features into logical categories
Feature
AN

Entry Clerk F12

F12
F12
User / Process

Production\Manhager F12
F12

High Volume
F12
Quality Manager F107
F108

www.hpspro.ca

i Visioning Workshop : Ranking

* A rational basis is needed to exclude some features and keep others

* For each feature, try to estimate —
- Client Priority High, Medium, Low?
- Estimated Effort

www.hpspro.ca




Module 3

Visioning Workshop : Scoping

Priority and effort ranking within resource constraints leads to scope decisions.

In Scope
a
Entry Clerk
Production Manager F12 L ? Out of Scope
F12 M M

Quiality Manager F107 H H \ Depeﬂds---

F108 H L

www.hpspro.ca
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Module 3

Validating Solution Scope

When validating solution scope, consider —
* Does the solution vision map to the business goals?

* Does each feature included in scope map baekito the solution vision and
business goals?

 Are there any conflicting statements’in the solution vision ?

 Are there any conflicting statements in the solution scope?

* Are all features feasible giveri knewn constraints?

* Do stakeholders share a common understanding of the vision and scope?

www.hpspro.ca




Module 3

Traceability

Traceability is a risk mitigation strategy to ensure that business needs are carried through the
levels of requirements and into the solution

Business Trace to } Vision and Scope
Needs <Trace back Feature

Traceability is\bidiréctional

Benefits of traceability include —
* Scope Management

e Change Management

Traceability originates in the Analysis phase and continues through the develooment phase of
the project

www.hpspro.ca

Module 3

Exercise 3-1

Solution Vision and Scope

www.hpspro.ca




Module 3

Key Messages

* The solution vision is a concise, high- level description of a proposed solution

to a business problem

* Solution scope places boundaries around the'solution by clearly delineating
what project stakeholders expect the solution*to accomplish

* The BA assists the project manager with documenting the solution in the

vision and scope report

* Before submitting the vision anesseope report for approval, the BA needs to
analyze each feature in the Solution scope to determine its feasibility,

potential problems, and risks

* Traceability originates in the Analysis phase and continues through the

Development phase

www.hpspro.ca

Module 3

Next Steps : Action Plan

How/can'you apply what you learned in this
maedule to your work environment?

Turn to the Action Plan tab and find the
worksheet for this module

Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

For each action (what), identify —
Who needs to be involved

When you anticipate completing the action




Module 4

Module 4 — Understanding Requirements and

Business Ruies

www.hpspro.ca

i Objectives

By the end of this module, you will be able to —
* Define the different types of requirements
* Define business rules

- Explain the difference between features) requirements, business rules, and
specifications

* Define risk
 Explain how best practices i Dusiness analysis help manage risk

www.hpspro.ca




Module 4

What is a Requirement?

* Arequirement isa—

Capability needed by a user

Condition or capability that a project must meet or possess
Document representation of a condition or capability

Requirements reflect what the business needs; they do not specify the technology that
should be used to design and develop a solution:

The BA’s role is to expand the documenteddeatures into detailed solution requirements

Regulatory Mandaited by a third party

Business Goals expected to be achieved

User Needed by stakeholders to solve a problem or achieve an objective

Solution Describe the technology-independent behaviours and information
www.hpspro.ca needed by the solution

Module 4

Types of Requirements

Functional The system must allow users to check their account
balance prior to \y\ d a’wing funds

Nonfunctional (quality of service) System response must be subsecond for all

Requirements transactions
Transition Existj M€ must continue to operate while the
new network is being implemented

Characteristics of the delivera Account constraints and external
described in ordinary, nonte¢hnical interfaces with which a system or solution
language understandable to the customer may interact

Transition requirements: Needs for ensuring the implementation and transition
wwilBspRilékion into an organization




' Nonfunctional (quality of service) Requirements

Performance Have a subsequent response time

Availability Be available at least 95% of time O ¢
N 2.\
Capacity Be capable of increasing the\‘pber of users from 100-1000 users
Usabilit Have help menu and se engines
v pmenu and sepCPene
Security Enforce access rulv store transaction record history
Data Retention Keep files up ears
P o\
Backups Performe’ﬁ’night backups with 4 hrs restore time
Disaster Recovery Have mgervice and a 48 hr recovery time

. . v . . . . .
Training Develop 30 min training session for the novice users

Documentation Provide detailed instructions for all end user features

www.hpspro.ca

i What are Specifications?

A specification is defined as the “description of the technology- specific details”
for a material, product, or service, including the criteria for determining that
the requirements have been met.

Solution Requirements Specifications

Define the technology independ \D’éﬂne the method (design) used to
behaviours and information neede provide the solution
by the solution

p_ N
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Module 4

Requirements VS Specifications?

Answer who, what, where, when, how Answers how we will solve the

often, and how much is needed to
solve the problem(or pursue the
opportunity)

Describe performance; no mention of
possible technology

Concerned with processes and
behaviour

Example: An integratededministrative
system to track project expenses

www.hpspro.ca

problemr{orpursue the opportunity)

Describe technical solution

Concerned with physical architecture
and infrastructure

Example: A three tier web solution
using ASP over an Oracle back end

Module 4

What are Business Rules?

Business rules are —

They may be —

“Obligations concerning actions, process, and * Definitions

procedures that define, and possibly

* Relationships

. H 77 .
constraint, some aspects of the business e Calculations

www.hpspro.ca

 Authorizations
e Conditions

* States

* Ranges

* Triggers




' Sample Business Rules
 All timesheets must be signed by a manager prior to submission to
the payroll office

* A sales tax of 7.5% must be added to alkpurefases except food and
prescription medicines

* All passengers must have a valid passport before boarding an
international flight

www.hpspro.ca

i Business Rules VS Requirements

e Business rules exist independently ¢ Requirements are characteristics of
of the proposed solution or the solution and describe it directly
opportunity

* In general, business rules constraipt
processes and drive requirements

www.hpspro.ca




Module 4

Discussion

Where would you find business rules in
your organization?

www.hpspro.ca

Module 4

What is Risk?

* Arisk is any possible, future event that may affect the project in
some way

* Risk can be either positive(an opportunity) orhegative(a threat)
* Risk consists of three factors:

- Risk events

- Probability, or likelihood, that.the,risk will occur

- Impact on the project if the risk does occur

www.hpspro.ca




Module 4

What is Risk Management?

* Risk management is the practice of controlling risk

* |t consists of processes, techniques, and tools*for managing risks on
the project

* Requirement risk management is a subset of overall project risk
management and involves —

- Identifying requirement risks
- Assessing the probability andrimpact of requirements risks
- Planning and implementifig requirements risk response strategies

www.hpspro.ca

Module 4

Common Requirements Risks

* Insufficient level of user involvement in identifying and analyzing
requirements

* Ambiguous requirements — not enough details’'in requirements
* Missing, incorrect, or conflicting requirements

* Key player changes (management, gliciting team, and so on)

* Priority changes

* Scope creep

* Changes to the project eonstraint

www.hpspro.ca




Module 4

Risks Response Strategy

Avoid
Transfer
Mitigate
Accept

www.hpspro.ca

Exploit\‘\v

Shareé

<91 ance

Accept

Module 4

Sources of Risks

c
(@)
S
o
=
)
0
%]
<C

Constraint

Dependency

The legacy system is a good
requirement baseline

Resources will be available to
complete planned tasks

Solution must confirm to government
standards

Analysis must be completed in 3
months

The business requirements documént
cannot be written until all user groups
have been interviewed

Analysis cannot continue until the
business sponsor has signed the
requirements work plan

www.hpspro.ca

Threat: Requirement elicitation uncovers needs fay beyond
the legacy system capabilities

Threat: Not enough résources available
Opportunity: Resalrée more talented than originally
anticipated

Threat: Goyerhment standards may become more strict
Opportunity=Government may relax standards

Threat: Resources are not available to complete the analysis
Opportunity: Analysis takes less time than anticipated

Ihreat: Some users are not available for scheduled
interviews

Threat: The business sponsor does not approve
requirements work plan, thereby delaying requirement
elicitation




Module 4

Business Analysis Best Practices

Following best practices during the requirement process can significantly reduce
threats and enhance opportunities.

For Example -

Users forget to tell the team everythin ‘\’%fation — Taking what is known and using
they need successive cycles of refinement and

Issues are often identified while tf% validation to determine whether more
system is being designed information is needed

Misunderstandings in systems Measurability — Quantify as many aspects

development resulting fromtack of of the process as you can (for example,

specifics goals, tasks, process outcomes, and system
behaviors)
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Module 4

Exercise 4-1

Understanding Requirements
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Module 4

Key Messages

* Arequirementis —

- “ Capability needed by the user”

- “Condition or capability that a project must meet/or, pOssess”

- A documented representation of a condition or capability asin 1) or 2) above
* There are four levels of requirements: regulatory, business, user and solution

* There are three types of solution requirements: functional, non-functional and
transition

* Requirements define the functions-and characteristics of the solution, and
specifications define the methéd (design) used to provide the solution

* Business rules are obligationsicancerning actions, processes, and procedures that
define, and possibly constraihtysome aspects of the business

* Arisk is any possible future event that may affect the project in some way. Risk can
be either positive (an opportunity) or negative (a threat)

www.hpspro.ca

Module 4

Next Steps : Action Plan

How/can'you apply what you learned in this
maedule to your work environment?

e Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action




Module 5

Module 5 - Planning and Eliciting Requirements

www.hpspro.ca

i Objectives

By the end of this module, you will be able to —
* Explain the importance of planning for requiremenits
* |dentify the components of the requirementwork plan(RWP)

* Describe the importance of the RWP and its relationship to other project
documentation

* |dentify techniques used to elicitrequirements
 Explain the importance of préparing the organization for change
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' Importance of Requirement Planning

Requirement planning ensures that—

* All necessary analysis phase activities are scheduled and documented
 Appropriate elicitation and analysis methods\ate selected

* Stakeholders are identified

* Expectations are set with all stakehalders

* Strategies are in plane for dealifig-with resistance to change

* The project team has compion ufiderstanding of the requirements elicitation
process

» Resources (including the business sponsors, users, and other stakeholders)
participate when needed

www.hpspro.ca “

i Importance of Requirement Planning (continued

e Strategies are in place for responding to risk events
* Requirement traceability is conducted
* Requirement elicitation is coordinated with other project tasks

* Tasks needed for requirement elicitation @re incorporated into the overall
project schedule

* The organization complies withregulations and industry standards
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i The Requirements Work Plan (RWP)

 Defines the work to be accomplished during requirement elicitation and
documentation:

Activities the team will perform

Resources necessary

Proposed schedule

Estimated budget

Risks

Deliverables

Ensures that nothing is forgotten

* Must be approved by the preject manager and business sponsor

* May be incorporated into the project plan at the project manager’s discretion
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i How is the RWP used?

* Communication and negotiation tool for project manager and business
sponsor

* Risk management tool

* Baseline for changes

e Action plan for developing the BRD

* Tool for tracking status of busingss analysis activities
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' Components of the RWP

At minimum, the RWP should contain the following sections:

e Cover page e Analysis budget estimate

* Executive summary e _Procurement plan (if needed for
e Approvals outsourcing)

* Purpose e * Communications plan

e Analysis scope e Revision log

* Resources

e Risks Tool: Requirement Work Plan

e Analysis schedule
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Module 5

Work Breakdown Structure (WBS)

* Project management tool

* Hierarchically structured task-oriented or deliverable-oriented grouping of
work activities that organizes and defines the total scope of work to be done

* Aids the BAin—
- Planning resources, budget, schetule
- Negotiating for resources, budget, and scope
- Defending estimates
- Monitoring analysis work

The WBS is a working document =
Appendix: Work Breakdown Structure (WBS)
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' Benefits of a WBS

* |dentifies all work necessary to accomplish the business analysis tasks
* |dentifies only necessary work, thereby increasing efficiency

* |[dentifies specific activities for estimating and assigning work tasks

* Provides a quality structure for measuring success

* Forces detailed planning and docurmentation

* Clarifies responsibilities

* Provides a tool for identifying sisk
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i Stakeholder Identification

A stakeholder is any individual or organization actively involved in, affected by,
or influential to the project

* In identifying stakeholders, determine who-
- Provides the input?

- Gets the output?

- Has oversight?

- Has a related responsibilities?

- Reaps the rewards?

- Suffers the consequences?

- Thinks they are affected by the project?
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' Eliciting Requirements and Business Rules

Elicitation is an iterative process
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i Obtaining Success in Elicitation
* Do not expect to capture requirements or business rules in a single pass, as
analysis and validation will lead to additional elicitation need as you go.

* Involve stakeholders through the process, as theywill help validate
requirements in addition to serving as a souree of requirements

* Ensure that all requirements can be traced back to business goals

* Ensure that all requirements can be\measured or decomposed into
measurable requirements

* Ensure that all requirements have’an “owner” (someone who confirms that
the requirement has been met)
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' Eliciting Technigues
Techniques for reviewing the  Facilitate hniques

* Observation int Application Design
e Verbal Protocol

AS-1S . F&n Groups
e Research °&’ Instorming

Survey Technigques Product Based Techniques
* Interviews * Prototyping
* Questionnaires * Product Evaluation Trials

www.hpspro.ca

i Requirements Traceability

Vision and Scope Features
* Traceability is a process to —

- Link a requirement to a source in the prgject(for example, business
objectives)

- Track the linkage throughout the life gycle

* Traceability ensures all requirements can be mapped back to the business
need

* Traceability enables a quick assessment of the effect of changes to
requirements and facilitate scopé control

Business Trace To } Vision and Trace To } .
SRS A P Requirements
Needs < e M Scope Features { Trace Back
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Module 5

C.s
Discussion - . '
What are some common risks ‘
you have experienced in
planning and eliciting -p

requirements ?

www.hpspro.ca

i Preparing for Change

* Part of BA's role is to identify the impact of the solution on the organization

 People often feel threatened by change and resist it pecause of —
Loss of security or status

Inconvenience

Distrust or uncertainty

Bad assumptions

Fear of failure or success

* Resisters need to be identified, and-their reason for resistance addressed

Barriers to Change

Barriers to change include —
- Local management resistance
- Political pressures

- Ineffective processes
www.hpspro.ca




' Reducing Resistance to Change

Steps to reduce resistance to change include —
* Creating awareness of the need for change

* Involving people as much as possible in detérmining what the change should
be

* Explaining the change process to the-stakeholders

* Communicating the changes and.explaining the reasons and benefits for them
e Establishing champions for the,change

* Dealing with individual coneerns

* Giving people a role in introducing the changes
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i The BA’s Role in Preparing for Change

e The BA contributes to the change management plan

* The change management plan —

- Describes actions required to ensure changes are accepted by all
important stakeholders

- Explains to stakeholders why the change is necessary
- Describes how management supports the project / change initiative

- Discusses the training and stipport required for stakeholders to implement
the change with minimaldisruption to the business
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Module 5

Exercise 5-1

Planning & Eliciting
Requirements

www.hpspro.ca

i Key Messages

* The BA creates a RWP to document how the business analysis team will
approach requirements activities on the project

* The work breakdown structure (WBS) identifies all work necessary to
accomplish the business analysis tasks

 During elicitation, user requirements-afid'usiness rules are identified and
validated in iterations and then docmented in the BRD

* Traceability is a risk mitigation strategy used to ensure that requirements are
carried through the levels of. spetification and into the solution

* During planning, the BA addresses the issue of change and prepares to handle
resistance from stakeholders

www.hpspro.ca




Module 5

Next Steps : Action Plan

How/can'you apply what you learned in this
maodule to your work environment?

* Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action

Module 6

Module 6 — Analyzing and Documenting

Requirements

www.hpspro.ca
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' Objectives

By the end of this module, you will be able to —

* Explain the purposes and uses of BRD

* Discuss the importance of validating the BRD

* |dentify characteristics of effective requirerments

 Explain the importance of requirement traceability

* |dentifying common risks in analyzing and documenting requirements
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i Analyzing Requirements

Requirement analysis helps to —
* Categorize requirements
* Organize requirements into related groups
* Explore relationships among requirements
e Examine requirements for consistenty,"omissions, and ambiguity
* Prioritize requirements based on‘Customer needs

* During analysis, BA translates-tiser requirements and business
requirements into solutién/equirements

* The solution requirements*become the basis of the final solution

NOTE: Elicitation and analysis often occur concurrently or iteratively
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' Analyzing Requirements (continued)

User / Business Solution Corresponding
Requirement Requirement Business Rule

The user must submit The solution must M‘a 1. All employees may

receipts electronically user to submit submit expense
expense r ?&a d reports with receipts
associated feceipts
elect%ally 2. All Contracted

consultants may

\ submit expense
reports with receipts

www.hpspro.ca

i Documenting Requirements and Business Rules

Criteria for Documenting Requirements and Business Rules

Clear . P%s\igle

Complete O loritized

Concise \ Traceable

Assignable Q * Validatable (Testable)
Consistent %

Accurate Q

Essential \A
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Module 6

Exercise 6-1

Analyzing and Documenting
Requirements

www.hpspro.ca

i Business Requirements Document (BRD

Business Requirements Document (BRD) —
* |s the foundation of solution development

* |s an elaboration of the regulatory, business, user, and solution
requirements

* |s created by the BA and handed effito-the team that develops
specifications

* Provides insights into the cufrent and future states of the organization

* Includes detailed profiles’of usér communities

* Provides a baseline far requirements management

* |s approved by the business sponsor
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' How is the BRD used?

The BRD is used in solution design and development

* |t contains a fully analyzed set of requirements ehabling solution design
and implementation

* |t is presented to key stakeholders for theirreview and sign-off, ensuring
that the requirements correctly andffully describe what the business
requires from the solution
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i The BRD Versus The Technical Specification Document

* The requirements described in the BRD reflects what the business needs;
they do not specify the technology that should b€ used to design and develop
a solution

* Systems analysts take these technology-independent requirements and
translate then into technology-based.specifications, which are described in
the technical specification documeft
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i Validating the BRD

A BA must validate the BRD to -
* Ensure requirements meet and are traceable to the business needs

* |[dentify and prevent defects in design and development before they are
implemented into the solution

* |dentify and prevent missed or incarrect requirements from becoming part of
the solution
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i BRD Validation Technigues

Desk Checking  Used to provide feedback about def: c@r?d queries to the author.
Stakeholders individually review Q BRD using a checklist

Walk-Through  Involves a group review of requirements with a specific group of users.
A facilitator take the group step-by-step through the requirements
documentation asking forinputs, elaboration, and so-on

Peer Reviews Used to find as h?efects as possible. They are similar to, but most
structured t Qal -throughs. Each member assumes two roles: a
reviewer a% up dynamic role of author, facilitator, reader,
recorder, or timer

Inspections Performed as the final validation technique. Conducted like a peer
review. Participants decide to approve or reject the BRD

www.hpspro.ca




Module 6

! -

Discussion :
P

What are the common risks in :
analyzing and documenting =

requirements that you have
encountered?

www.hpspro.ca

i Key Messages

* During analysis, the BA translates user requirements and business
requirements into solution requirements

* The BRD is the synthesis of all information that has been elicited and
documented to date

* Building quality measures into the sefution’ from the start is much less
expensive and burdensome than fixing deficiencies that are discovered after
the solution has been implemehted

* An important part of the BA’S role“is quality assurance. One aspect of this role
is validation of the BRD

* The BA’s ultimate goal is tosreach consensus and agreement among
stakeholders on the complete set of requirements
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Module 5

Next Steps : Action Plan

How/can'you apply what you learned in this
maodule to your work environment?

* Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action

Module 7

Module 7 — Modeling Requirements
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Module 7

Objectives

By the end of this module, you will be able to —

* Define models and modeling

* Explain the purpose and benefits of modeling kequirements
* |dentify the types of models used in moadeling requirements
* |dentify potential risks in modeling frequirements
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Module 7

What is a Model?

A model is a representation of reality that includes text, diagrams, metrics, and
other elements

In business analysis, models are used to-
* Help identify and validate requirements
* Organize requirements into cohérent'pictures
* Document and communicaterequirements
 Support and enhance text=hased requirements

Modeling is the creation of diagrams and text that are representative of a
business area and its relationship to other internal and external components
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' Models VS Diagrams

* A diagram is a sketch or drawing of an object, process, or activity

* When metrics, simulations, and textual explanations are added to a diagram,
it becomes a model

MODEL = + TEXT
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i What are we Modeling?

Business processes, data, relationships, and interactions within a business area
are modeled

NOTE: The business area is a collection or group of departments or functions
that share data and participate in related precesses that share common goals

www.hpspro.ca




' AS-IS vs TO-BE Modeling

AS-IS (Current State) TO-BE (Future State)
Modelled to identify — d% 10 identify —
e Business Problems ess rules that constraint a
e The root cause of the problem ‘& lution
* The business structure, Q Information to be managed by a
processes, or systems Wher solution
possible improvements Business processes supported by
made a solution
e Functional requirement for a
solution
www.hpspro.ca
i Modeling Techniques
* Organization Models - Use Case
- Organization - State
- Business Interaction * Information / Communication Models
- Location % Logical Data
* Process Models - Object-oriented (class)
- Events
- Workflow
Popular Models
» QOrganization Models » Location Models
»Business Interaction Models » Events Models
www.hpspro.ca




Module 7

Event Models

Used to highlight key events that may impact the business

| TASK NAME START FANISH  |DURATIO S _
{a]2|3]a|s]s|7|s]a]10]11]12]13]14
1 | New Model Launch| January3 | January 3 1 Day .
Week 1 To Date
2 |sales Amalysis /[ lanuary 3 | Januarg 10 | 1Week _
Report
Week 2 To Date \ ¥
3 |salesAnalysis/ Jangfary 40 |, Jaftuary 14 | 1wWeek
Repoert 4 N4
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Module 7

Workflow Models

* Used to describe the tasks, decisions, inputs and outputs, people, and tools
involved in a specific process

* Can consist of flowcharts, activity diagrams,‘of.other diagrams to represent

workflow

Create New
Order

[more items]

Add items
to Crder

Finalize
Order

Calculate

Order Total

[order complete]
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Module 7

Common Modeling Techniques

* Use Case Models

e State Models

* Logical Data Models

* Object-oriented Models
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Module 7

Use Case Models

» Used to illustrate how users (or systems) interact with the solution
* Includes both a diagram and a textual description + called a use case scenario

Use Case Scenario

Signup for 8 Member Account Py ( “

The Non-member does not al &zav Account Management
Méiriber Account

Il : . -
Postoondition The Non-member hasﬁh‘l ber T .
Arcount

1. This Begins N@ﬁember requests

to sign-upq Member Acoount

The System askathe Non-memberto

choose rnane-and Password

3. The Nn'n—ﬂ%émher provides Username and
Fassword

4. The System validates the Non-member
Username and Password

Signup for
Member
Aocount

han-membes

[s

www.hpspro.ca




Module 7

Models and the Business Requirement Document (BRD)

Husiness Strataay = inicluded (r the 8D

R Y rﬂﬂ uences the creation of

e Caze Modals

Actor | Descriptitn

Use Case Diaframs

Use Casa Scommrios )R
L.ogical Batq

Motels:

Businoss:Rules

WBWNeN 1uBWEInbaY ssau sng

4 Nonfunctionsl
Raguirements
[guality stiributss]
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i Modeling Requirements

e Creating too detailed a model x “orisensus on models is

e Creating models that are too lished
complicated rocess improvement areas

* Basing models on Q{ are identified
requirements that have Collaboration occurs with
been validated system analysts

* Not matching the | * Modelling standards are used
complexity to the intended whenever possible

audience of the models
e Using the wrong model
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Module 7

Exercise 7-1

Modelling Requirements

www.hpspro.ca

i Key Messages

* A model is a representation of reality that includes text, diagrams, metric, and
other elements

* Models can help elicit requirements from the'strategic level to the
operational level and can be used effectively with all levels of management
and the user community

* Models are ideal for communicatingiin a global business environment or in an
outsourcing situation where lardguage is an issue

* Modelling is the creation of‘diagfams and text that are representative of the
business area and that depiets the business area’s relationship to other
internal and external components
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Module 7

Key Messages (continued)

* Different models have different purposes —

- A workflow model describes the tasks, decisions, inputs and outputs, people,
and tools involved in a specific process

- Use case models describe the desired result that a user needs to achieve
through interaction with a solution

- State models, which show the different states of an object, can help analyse,
understand, and document complex ®bjects

- Logical data models show the“data’relationship in the solution

- An object model is an abstract representation of the processing and data
requirements of a solutiod based on decomposing the system into objects.
Each object encompasses the data and operational characteristics of one
business item

www.hpspro.ca

Module 7

Next Steps : Action Plan

How/can'you apply what you learned in this
maedule to your work environment?

e Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action




Module 8

Module 8 — Accessing and Validating

Requirements
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i Objectives

By the end of this module, you will be able to —

* Define validation and verification and distinguish,between the two
 Explain the role of the BA in the testing process

* List the levels and the types of testing executed by the BA

* |dentify the components of the master test plan

» Document test scenarios and tést.cases

 Explain the importance of tfageability in testing
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Module 8

The BA’s Role

o7 Lead Role
Represents the business Contributes to and
interests of the reviews the ter test
stakeholder pla@ ¢

Qf Lead Role A \

Validate the BRD to ensure business \
requirements and business rules meet Reviews other requirements and
business user and customer needs and specification documentation

expectations \ \
o Lead Role Ve ) o Lead Role
BA’s Role S
alidates that the solution meets
Validates business models that C ; ) .
support the BRD ‘ d urin g functional requirements during user

and acceptance testing

Testing

www.hpspro.ca

Module 8

Validation and Verification the Solution

The process of ensuring that the Th pwvof ensuring that the
solution as identified in the vision and solution confirms to the

scope report and as defined in the l@ci ications
BRD will satisfy the business need ‘<\
which the project was chartergg

To test a solution, we must —
* Validate that the right solution is being built
* \Verify that the solution is being built correctly

Note: Validation and verification occur before, during and after a solution is developed
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' Importance of Testing

Testing is important for ensuring quality by —

* |dentifying defects so they may be removed or.corrected before the solution
is delivered

* Determining whether a solution, as builtyeonforms to the functional, non-
functional, and transition requirements

A defect is the non-conformanee ©f a characteristic with specified requirements,
or a deficiency in somethingwnecessary for an item’s intended, proper use
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i V-Model of Testing

The V-Model —

* Can be used as a tool to plan all
levels of testing

* |llustrates the relationship between
solution development and solution
validation and verification

* Ensures all tests can be traced back
to documentation developed-dufing
requirement gathering

Verification Validation

Requirement | g S
Gathering
System
Analysis

Integration
Testing

Appendix : The V-Model of Testing
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' Testing from the BA’s Perspective

The BA plans and conducts user and Verfation P

acceptance testing to ensure business
and user requirements are met

Requirement | 4 P
Gathering

System
Analysis

Software

The goal is to ensure that the solutien Design
meets —

* Business objectives in vision and scope
report

e Requirements defined in BRD

Satisfaction assessment is also conducted
to validate the solution meets the
business need

Integration
Testing
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i User Testing

User Testing is —

* The process of validating with users that busingss functions are met, and the
solution is free of defects with unacceptabléimpact

For user testing, the BA leads the effaft\with user and/or external customers
participation
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' Acceptance Testing

The goal of acceptance testing is to —
* Show management that the solution meets the busihess need and/or opportunity
* Get signed acceptance and move to delivery

The test strategy of acceptance testing must —

 Define the test environment, the pretest setup, and a planned script to transition to
the nest test

* Minimize scope creep (ad-hocfeguests from management)

The strategy varies by acquisition method and risk. The level of risk dictates the level
of formality.
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i Satisfaction Assessment

The Satisfaction Assessment —

* Determines whether the business needs were.met, ‘and issues were resolved
after delivery

* |s performed by BA after solution delivery
e Usually includes a survey of users
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Module 8

Master Test Plan

The master test plan helps manage and communicate all activities for testing a

solution O *
a

MASTER TEST PLAN
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Module 8

What is a Test Scenario ?

A Test Scenario is —

A set of interrelated steps that test how a solu erforms a business
function or process under specific conditio vents

What is a Test Case ? Q\

of a specified compone e solution using a specified —
* Set of Input Values

* Expected Results
The input values and expected results are derived from business rules.
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A Test Case is — %
e One situation under whicgE @e rio is executed. It represents the execution




Module 8

Test Scenario and Test Cases

* |dentifying and documenting test scenarios and test cases is performed
independently for each test level by each test team

* The BA is responsible for the creation of test scenarios and test cases for user
testing and acceptance testing

 Test Scenarios and test cases are documedted'in the master test plan

Technical'Llanguage Each with specific inputs and
Added expected results

Use Case Test
Scenario I Scenario I
N
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Module 8

Traceability in Testing

The BA must be able to trace each test case back to the business need represented
by a specific requirement

e Trace , Vision and Tace o b et b
Needs Trace Back Scope g Requirements Specifications
race Bac rage Bat
‘ Features \ 1 Trace Back

" :5:'.'.‘ ! ‘A C‘: 5 <

Master Test
Plan
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'Traceabilit in Testing (continued

TRACEABILITY MATRIX

111 2;2::; X BR-OSO X X
1.1.2 CEO X & X X X
1.1.3 Supplier X -302 X X
11.4 Customer X BR-129 X

Vision and

X X
115 SR %Q BR-137 X X
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' Key Messages

* Validation is the process of ensuring that the solution as identified in the
vision and scope report, and as identified in the@D will satisfy the business
needs for which the project was chartered

* Verification is the process of ensuring th Xsolutlon confirms to the
specifications

e The V-model of testing is a graphic%resentation of the relationship
between solution developmen lution validation and verification

* During the testing process responsible for planning and conducting
user testing, acceptance? , and the satisfaction assessment

* The master test planis cr
solution

ted to manage all the activities for testing a
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Module 8

Key Messages (continued)

* A test scenario is a set of interrelated steps that test how a solution performs
a business function or process under specific condijtions or within specific
events

* A test case is one situation under which a.scenario is executed

* The BA must be able to trace each test'‘case back to the business need
represented by a specific requirement

www.hpspro.ca

Module 8

Next Steps : Action Plan

How/can'you apply what you learned in this
maedule to your work environment?

e Turn to the Action Plan tab and find the
worksheet for this module

* Using the questions provided in the Questions
to Consider, develop a list of actions you will
complete when you return to work.

* For each action (what), identify —
- Who needs to be involved

- When you anticipate completing the action




Action Plan

Action Plan

The following worksheet is designed to help you begin prioritizing what you want or
need to do when you return to your organization and to develop a realistic
timeline. Take a few minutes to think about and review.what you have learned from
the course and how you will apply the principles learned when you return to your
organization. The document your next steps on.thevAction Plan.

1. Read the “Question to consider” to start thinking about actions you can take to
improve your organization’s processés.

2. Develop a list of at least five actions inveach area that you will complete when you
return to office.

3. Next, identify who you need't0 involve for each item you have listed.

4. Finally, identify the approgriate timeframe for accomplishing each of these steps.
For items you know will be*ongoing, identify milestones for each period (3, 6, 9,
12 months & over)
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Action Plan

Foundation of Business Analysis : The Role of the Business Analyst

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization

How does performing the steps of the business analysis process,contribute to the success of projects in my
organization?

How can | ensure that the roles & responsibilities of the BAlarexdefined within my organization?

Can | ensure the competencies of the business analysts within my organization align with the Business Analysis

Success Model? If so, how?
P n Time

What do | want/need to do Who 3 Months 6 Months 9 Months 12+ Months
next?

1 7 c\ \
3. W’\
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Action Plan

Foundation of Business Analysis : Supporting the Project Portfolio

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization
* How can | support the selection & prioritization of projects within the project portfolio?
¢ Do | understand how the IT strategy supports the business strategy 6f my organization?
“ » Time
What do | want/need to do Who 3 Months 6'Months 9 Months 12+ Months
next?
1. |
A
2.
3. \X(
)
4.
5.
www.hpspro.ca
Action Plan

Foundation of Business Analysis : Developing the Solution Vision and Scope

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization

e Howdo | collect information to capture the solution vision andsscope?

* How do | validate the solution vision and scope?
“ » Time

What do | want/need to do Who 3 Months 6 Months 9 Months 12+ Months
next?
1. _—_—
Y
2.
3' \X(
b
4,
5.
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Action Plan

Foundation of Business Analysis : Understanding Requirements and Business Rules

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization

* How do | differentiate between the different levels and types ofirequirements?
* How do | identify and document business rules within my organization?
*  How does my organization differentiate between requirements& specification?

\\ Time

What do | want/need to do Who 3 Months 6 Months 9 Months 12+ Months
next?
1. \
Y i
2.
3, ‘(
b
4,
5.
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Action Plan

Foundation of Business Analysis : Planning and Eliciting Requirements

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization
* Howdo | plan for eliciting requirements? How do | document the plan?
*  What techniques can | use for eliciting requirements? How do | selett these techniques?
¢ How can | prepare the organization for change? If the organizatien is not prepared, how might that impact the
project?
‘ i Time
.\
What do | want/need to do Who 3 Months 6 Months 9 Months 12+ Months
next?
1. Y N
2.
3 \
@»
4.
5.
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Action Plan

Foundation of Business Analysis : Analyzing and Documenting Requirements

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization

How should | translate user requirements into solution requirements?
How should solution requirements be documented?
What techniques can | use to validate the business requifementsdocument (BRD) ?

. \‘ Time

What do | want/need to do
next?

Who 3 Months 6 Months 9 Months 12+ Months
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Action Plan

Foundation of Business Analysis : Modeling Requirements

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization

How can | use models to support the organization, communication, documentation, and validating the requirements?
What types of models should | use and when should each type ofgnodel be used?
How can | minimize the risks that may occur when modeling reguirements?

‘ ’ Time
VN

What do | want/need to do
next?

Who 3 Months 6 Months 9 Months 12+ Months
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Action Plan

Foundation of Business Analysis : Assessing and Validating Requirements

Apply what you have learned about the role of the business analyst by developing a list of actions you will complete when
you return to your organization

*  When and how are requirements validated and when and hect;they verified in my organization? Who should be
en

responsible for validating requirements and verifying requir
¢ How can | contribute to the development of the master
* How can | ensure test cases trace back to specific requirements and the business needs?

. Time
What do | want/need to do Who 3 Month \\: , 6 Months 9 Months 12+ Months

next?

v
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Case Study

Case Study 1 — Small Business Financial Consulting
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Case Study 1

Case Study 1 (continued)

Small Business Financial Consulting (SBFC) specializes in providing financial consulting services to small firms that want to expand in
global markets. With local consultants in Europe; Southeast Asia; Australia; and North, South and Central America, SBFC provides
cost-effective advise and support to small businesses that are expanding into or from those regions. SBFC consultants, who are both
full-time employees and contracted consultants, have in-depth knowledge’of local laws, language, business practices and culture,
Background and the challenges that small business face. SBFC's business model is highly successful because it provides the same level of service
as the big consulting firms, but its low overhead allows it to provide these services at a cost that small organizations can afford. SBFC
grew through mergers and acquisitions of other small companies in these markets where its clients intended to expand. Most of
these companies employed fewer than 10 employees and had their.own processes and procedures in place for doing business.

Currently, employees and contractual consultants record theirtime and report their expenses in the local currency and language of
the office that deals directly with the client. Each SBFC officeis responsible for recording expense costs, billable-and nonbillable time,
and invoicing data and reporting the data to the‘headquarters in New York. Because most local offices joined SBFC through
acquisition, the offices continue to follow.the processes for expenses and invoicing and use the same systems that they had been-
using prior to joining SBFC. As a result, the SBFCoffices e-mail time and expense data to the New York office in multiple formats and
currencies. The New York office compiles these/data, generates invoices for time and expenses, and submits these invoices to the
project manager for approval before billing the client.

Current State
(As —Is)

Accurate time and expense reporting and timely invoicing are essential to SBFC's profitability. The fact that each SBFC office follows
the processes and procedures for tracking time and expenses that they have been using prior to joining SBFC is becoming a problem.
As SBFC's clients and offices have grown, so have the inconsistencies in time and expense reporting practices by the SBFC offices. The

number of different languages and currencies in which SBFC operates has also led to confusion, inconsistencies, and inaccuracies.
SBFC requires a solution that will allow the organization to report and track time and expenses centrally for all SBFC offices.

Business Need

www.hpspro.ca

Case Study 1

Exercise 1-1

Purpose
To document a high-level TO-BE state

Instructions

* Appoint a team leader who will ensure that the tasksin this exercise are completed.

e Take 10 minutes to read the case study behind the "Case Study" tab of your
Participant Guide.

* From the description in the case study of the AS-IS state, describe in three to five
sentences the TO-BE state you think the organization should implement to meet the
business need. Generate a list of three to five potential projects that the organization
would need to launch to support the implementation of the TO-BE state. Document
your responses on a flip chart.

* Be prepared to discuss your reasons with the class.
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Case Study 1

Exercise 3-1

Purpose
To validate the solution vision and scope

Instructions

*  Appoint a team leader who will ensure that the tasks if this.exercise are

completed.

* Revisit the case study behind the "Case Study" tab of your Participant Guide.
* Take 5 minutes to review the business strategyand high-level vision and scope

statements provided on the following page.

*  Work as a group to link the business strategyto the solution vision and scope by
determining what is in scope and what is out of scope based on the case study,

and then write your answers on the flip chart.
* Be prepared to discuss your reasons with the class.
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Case Study 1

Exercise 3-1 (continued)

Business Strategy

SBFC will work to consolidate employee time and expense
reporting for all of SBFC's offices, better manage currency
conversions, and improve the consistency of project tracking.

Solution Vision

As SBFC's clients and offices have grown, so have the
inconsistencies in time and expense reporting practices by the
SBFC offices. The number of different languages andstrrencies in
which SBFC operates has also led to confusion, inconsistencies,
and inaccuracies. SBFC will develop a time and expense submittal
tool (TEST) that will be used by all SBFC offices .te. consolidate
time and expense data. The TEST tool will manage currency
conversion automatically, allow SBFC personnel to submit billable
and non-billable time and expense reports and receipts
electronically, and provide reporting capabilities. The solution will
fully integrate with existing resource and financial applications.

www.hpspro.ca

Solution Scope

The TEST solution will provide SBFC employees and contractors

the ability to-

* Allow employg€s to request time off (for example, vacation,
sick leave, family leave, jury duty ) from supervisors

e Submit tithe reports for work completed

e Allow customers to view invoices through a Web site

* Track resource time spent on a project

* sEnter project costs in the currencies in which the expenses
were incurred

* Replace the existing electronic fund transfer (EFT) system and
enterprise resource planning

e Track total project expenses

* Allow project personnel to electronically pay bills for
outsourced project tasks

* Export time and expenses for reporting purposes

* Assign or remove resources for specific projects

* Submit electronic copies of receipts

* Export time and expenses data to existing SBFC resource and
financial applications

*  Submit cost for daily operations, such as telecommunication
equipment, training, employee recruiting costs, and employee
benefit costs




Case Study 1

Exercise 4-1

Purpose

To identify different types of requirements

Instructions

* Appoint a team leader who will ensure that the tasks in this.exercise are
completed.

*  Revisit the case study behind the "Case Study" tab ofqjour Participant Guide.

* Take 10 minutes to review the statements provided on the following page.

*  Work, as a group to identify each statementiasa functional requirement, a
nonfunctional requirement, a transition requitement, or a business rule, and write
your answers on the flip chart.

* Be prepared to discuss your answers with the class.
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Case Study 1

Exercise 4-1 (continued)
. . " LB ]
| e [

1. The system must enable employees and contracted consultants
to prepare and submit time reports for billable and nonbillable
(administrative) work

2. The new system must be rolled out in a series of releases based
on country so all offices within a single country will be included in
the same release

3. The new system must be rolled out in a series of releases based
on country so all offices within a single country will be included in
the same release

4. Initial training must be provided for all users of the new system
before the system is launched

5. The system must enable employees and contracted/consultants
to record their expenses in the currencies in which the'expenses
were incurred (even if that means an expense report includes
multiple currencies)

6. The system must provide security to permit and prevent
application feature access by user type

7. The system must enable employees to submit receipts
electronically so that digitized images of the receipts are viewable
in conjunction with the electronic expense report
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Case Study 1

Exercise 4-1 (continued)

Functional Nonfunctional Transition ule |
Requirement Requirement Requirement

8. The system must enable Accounting to check, adjust, approve,
and print all time, expenses, and receipts from all projects

9. The system must limit project team members to New only their
own archived time-and-expense reports and not those of other
team members

10. The system must enable existing time-and-expense reporting
systems to be available during the implementation period of the
new system

11.  The system must enable the project manager to create new
project codes in the system

12.  Employees may not expense more than $5,000 per period
without the approval of executive management

13.  The system must provide self-help menus for users

14.  The system must enable project managers to view, sort, and print
time-and-expense reports submitted by all team members for
any project they manage
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Case Study 1

Exercise 4-1 (continued)
unctiona onfunctiona ransition '-! ra
I s

15. The system must enable accountants to create, control, and
delete user accounts to the system for employees and contracted
consultants without deleting the time-and-expense records
submitted by the employees and contracted consultants

16.  The system must be available 24 hours a day, 365 days a year

17. The system must enable the IT help desk to manage user
administration, including account setup, user sign-on, and
password management

18.  Personnel do not have the authority to alter their time-and-
expense data once they have been approved by management

19. The system must export all time-and-expense data thatthave
been approved by project managers, supervisors, and the
accounting department into the enterprise resource planning
(ERP) system in the currencies in which the expenses were
incurred

20.  The system must provide subsecond response time to users

21.  The system must export all expense data that have been
approved by project managers, supervisors, and the accounting
department into the electronic fund transfer (EFT) system to

initiate the direct-deposit process
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Case Study 1

Exercise 4-1 (continued)

22.  The system must handle up to 1,000 simultaneous users

Functional Nonfunctional Transition R
Requirement Requirement Requirement
‘ a ®

23.  Data from existing expense and time reporting tools must be
migrated into the new system

24.  Supervisors have the authority to view, approve, modify, or print \“
individual employees' and contractors' time and expense reports M\

25.  Modifications made to data in existing time and expense
reporting systems during the transition period must be reflected
in the production data of the new system
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Case Study 1

Exercise 5-1

Purpose
To understand the risks during planning and eliciting requirements

Instructions
* Appoint a team leader who will ensure that the tasksiin this.exercise are completed.
* Revisit the case study behind the "Case Study'stab of your Participant Guide.

e Consider this scenario: The business sponsor has just informed the project team
that the time frame for the project plan hasbéencut by 25 percent. What risks will
the organization face as a result and what strategies can you employ to respond to
the risks? Write your risks and risk response strategies on the flip chart.

* Be prepared to discuss your reasons with the class.
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Case Study 1

= 5075,
Exercise 6-1 Sl g T Y
TG

Purpose qy

iy
To analyze and document effective requirements Fermg ‘%

Instructions
* Appoint a team leader who will ensure that the tasksiin this.exercise are completed.
e Revisit the case study behind the "Case Study'stab of your Participant Guide.

* Take five minutes to review the requirements provided below.

*  Work as a group to determine if the five requirements meet the criteria of effective
requirements. If they do not, rewrite the requirements on the flip chart. To rewrite
the requirements, you may need to make assumptions about business rules
followed by the organization in the case study. Document those assumptions on the
flip chart.

* Be prepared to discuss your reasons with the class.
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Case Study 1

Exercise 6-1 (continued)

Ineffective Requirements

* View information entered into the system in the past
* Send reminders to users

* Back up data regularly

* The system must be available all of the time

* The system must use the company-wide language
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Module 7

Exercise 7-1

Purpose
To identify when specific types of models should be used and why.

Instructions

* Appoint a team leader who will ensure that the tasksiin this.exercise are completed.

* Revisit the case study behind the "Case Study'stab of your Participant Guide.

* Take 10 minutes to review the business needs provided on the following page.

*  Work as a group to determine what modeling'technique should be used for each
business need and why. Write your answers on the flip chart.

* Be prepared to discuss your reasons with the class.
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Case Study 1

Exercise 7-1 (continued)

SBFC needs to identify how an employee and a contractor record
their time and expenses for individual projects

SBFC needs to model how employees, contractors, and
supervisors will interact with the system to submit time and
expense reports

SBFC needs to identify what type &Information the system will be
required to capture (such as employee (D, project codes, expense
type, and so on) and the relationship between the information

SBFC needs to determine how certain objects within the system,
such as the status of an expense report, will change when it has
been entered into the system, approved by supervisor, invoiced
to the customer, and so on

SBFC needs to determine which users will require different
administrative permissions based on their job pesition:and title

SBFC maintains offices in Europe; Southeast Asia; Australia; and
North. South, and Central America; and will need to'ensure they
understand which offices are in which geographical areas to
determine how best to release the new system in stages
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Case Study 1

Exercise 1-1 Solution: Defining the AS-IS and the TO-BE

Sample TO-BE Description

NOTE: The TO-BE state description and list of projects shown below are samples. The solution developed by
participants to this exercise may differ.

TO-BE State Description

SBFC must implement a centralized tool that allows employe€siand contractual consultants to record their time
and expenses electronically. The tool must have the ability towrecord expenses in multiple currencies and
convert the expenses automatically. The tool must allow project managers to approve time and expense data
for individual projects. Once time and expense data are approved, the New York office must be able to use the
tool to generate invoices for clients in multiple currencies

List of Projects to Implement the TO-BE Staté

nbkhwnpeE

Purchase and customize a commercial-off-the-shelf expense reporting tool.

Build an expense reporting tool in-house.

Improve expense and time reporting processes.

Develop a training program for personnel on how to use the new expense reporting tool.

Choose one tool currently used by an SBFC office and expand its use to all other SBFC offices.
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Case Study 1

Exercise 3-1 Solution: Solution Vision and Scope

Submit time reports for work completed * Allowe Me;to request time off (for example,
Track resource time spent on a project vac r%k leave, family leave, jury duty) from
Enter project costs in the currencies in which the supervisors

expenses were incurred . w customers to view invoices through a Web site
Track total project expenses @Iace the existing electronic fund transfer (EFT)
Export time and expenses for reporting purposes system and enterprise resource planning

Submit electronic copies of receipts * Allow project personnel to electronically pay bills for

resource and financial applications Assign or remove resources for specific projects
Submit costs for daily business operations, such as

telecommunications equipment, training, employee
recruiting costs, and employee benefit costs

Export time and expenses data to existing SBIE E outsourced project tasks
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Case Study 1

Exercise 4-1 Solution: Understanding Requirements

The system must enable employees and contracted consultants
to prepare and submit time reports for billable and nonbillable
(administrative) work

The new system must be rolled out in a series of releases based
on country so all offices within a single country will be included in
the same release

The new system must be rolled out in a series of releases based
on country so all offices within a single country will be included in
the same release

Initial training must be provided for all users of the new system
before the system is launched

The system must enable employees and contracted/consultants
to record their expenses in the currencies in which the‘'expenses
were incurred (even if that means an expense report includes
multiple currencies)

The system must provide security to permit and prevent
application feature access by user type

The system must enable employees to submit receipts
electronically so that digitized images of the receipts are viewable
in conjunction with the electronic expense report
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Functional Nonfunctional Transition wle |
Requirement Requirement Requirement
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Case Study 1

Exercise 4-1 Solution: Understanding Requirements

10.

11.
12.

13.

14.

The system must enable Accounting to check, adjust, approve,
and print all time, expenses, and receipts from all projects

The system must limit project team members to New only their
own archived time-and-expense reports and not those of other
team members

The system must enable existing time-and-expense reporting
systems to be available during the implementation period of the
new system

The system must enable the project manager to create new
project codes in the system

Employees may not expense more than $5,000 per period
without the approval of executive management

The system must provide self-help menus for users

The system must enable project managers to viéw, sort, and print
time-and-expense reports submitted by all team members for
any project they manage
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Case Study 1

Exercise 4-1 Solution: Understanding Requirements

15.

16.

17.

18.

19.

20.

21.

The system must enable accountants to create, control, and

delete user accounts to the system for employees and contracted

consultants without deleting the time-and-expense records
submitted by the employees and contracted consultants

The system must be available 24 hours a day, 365 days a year

The system must enable the IT help desk to manage user
administration, including account setup, user sign-on, and
password management

Personnel do not have the authority to alter their time-and-
expense data once they have been approved by management

The system must export all time-and-expense data thathave
been approved by project managers, supervisors, and the
accounting department into the enterprise resource planning
(ERP) system in the currencies in which the expenses were
incurred

The system must provide subsecond response time to users

The system must export all expense data that have been
approved by project managers, supervisors, and the accounting
department into the electronic fund transfer (EFT) system to
initiate the direct-deposit process
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Functional Nonfunctional Transition ule |
Requirement Requirement Requirement

Case Study 1

Exercise 4-1 Solution: Understanding Requirements

22.

23.

24.

25.

The system must handle up to 1,000 simultaneous users

Data from existing expense and time reporting tools must be
migrated into the new system

Supervisors have the authority to view, approve, modify, or print
individual employees' and contractors' time and expense reports

Modifications made to data in existing time and expense

reporting systems during the transition period must be reflected

in the production data of the new system
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Case Study 1

Exercise 5-1 Solution: Planning and Eliciting Requirements

Employees will not be able to complete project tasks Add additional resources to the project
within the required time frame, so the solution will not
be delivered on schedule

All functionality required by the customer cannot be Reprioritize project requirements with the business
implemented within the required time frame, so the sponsor
scope of the project will not be met

Funding is not available to add resources to complete Request additional funding from business sponsor
project tasks within the required timeframe, resulting in
the delayed delivery of the solution

Time to conduct solution testing is reduced; therefore, Prioritize testing tasks to minimize risk of defects
the solution may be delivered with defects delivered with the final solution

Training documentation for users cannot be developed Training documentation is completed and delivered after
before solution delivery; therefore, users may not be able solution delivery
to use the system
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Case Study 1

Exercise 6-1 Solution: Analyzing and Documenting Requirements

—
Ineffective Requirements Effective Requirements HP

View information entered into the system in the past The system shall allow SBFC employee and consultants to view
their own expenses reports they have submitted within the past
six months.

The system shalliallow SBFC supervisors to view their direct
employee and.consultant's expense reports that they have
submitted within the past six months.

The system shall allow SBFC project managers to view their
project's employee and consultant's expense reports that they
have submitted within the past six months.

The system shall allow SBFC accountants to view all employee
and consultant's expense reports that they have submitted
within the past six months.

Send reminders to users The system shall send e-mail reminders to managers who have
outstanding expense reports flagged as "waiting for approval"
that are more than seven days old

Back up data regularly The system shall automatically back up data each night at 12:00
am. EST. A copy of the backup shall be kept on-site for recovery
purposes. A second copy of the backup shall be kept off-site for
business continuity purposes
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Case Study 1

Exercise 6-1 Solution: Analyzing and Documenting Requirements

Ineffective Requirements

The system shall automatically back up data each night at 12:00
a.m. EST. A copy of the backup shall be kept on-site for recovery
purposes. A second copy of the backup shall be kept off-site for
business continuity purposes

Effective Requirements HE

The system must be available at least 99.9 percent of the time
during the follov@hwrs: 12 a.m. to 11 p.m. EST

WO

The systemiinterface must be in English, using business terms as
defined.in the company. business glossary

The system must use the company-wide language
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Case Study 1

Exercise 7-1 Solution: Modeling Requirements

SBFC needs to identify how an employee and a contractor record Workflow model To highlight the hand-offs
their time and expenses for individual projects O . between various key departments
N

or individuals
SBFC needs to model how employees, contractors, and Use case model
supervisors will interact with the system to submit time and

expense reports

SBFC needs to identify what type &Information the system will be : ‘Wal data model

To document the user/
system interaction to meet a
specific user goal

To model the key information
needed to perform a
process

required to capture (such as employee (D, project codes, expense
type, and so on) and the relationship between the information

SBFC needs to determine how certain objects within the system, State model To document the various

such as the status of an expense report, will change when it'has
been entered into the system, approved by supervisorginvoiced
to the customer, and so on

SBFC needs to determine which users will require di %
administrative permissions based on their job position and title
SBFC maintains offices in Europe; Southeast Asia; Australia; and
North. South, and Central America; and will need to ensure they

understand which offices are in which geographical areas to
determine how best to release the new system in stages
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Organizational Model

Location model

information transformations
that take place while proceeding
through a process

To document the
organization's authority structure

To describe organizational
differences among different
offices




