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1. Business Analysis Approach 
Activity and methods to deliver the analysis stage. 

 

 

1.1. Summary of Scope (Outline) 

To be captured from project brief, short summary to provide the direction for the document. 

3 phases; (1) Analysis/ requirements, (2) Procurement, (3) Implementation (as a trial then full role 

out) 

Scope: (1) Analysis/ Requirements.  Staff engagement to ensure golden source systems are utilised 

…etc 

Out Of Scope: tbc 

 

1.2. Stakeholder  

Contributors to the analysis stage: 

• Sponsor, Fraser Muir 

• Project Manager, Muriel Mewissen 

• Business Analyst, Ben Mawson-Mole 

• Lead SME, Helen Sang 

• SMEs comprised of the following business teams: 

SPS, name tbc 

HCS, name tbc 

Professional Services, name tbc 

A decision will be made if and when to engage with the academic teams 

 

The role of a Subject Matter Experts (SMEs) is top represent the business/ functional area to both: 

a) Explain how things currently work (aka As-Is), and  

b) Support the analysis on how things could work (aka To-Be). 

There is an understanding that the required SMEs will need to be isolated from their day-to-day 

duties and allowed sufficient time to contribute to the project.  A failure to accurately understand 

the As-Is activity will introduce inconsistencies that will provide incomplete assessment of the future 

To-Be state. 
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2. Analysis Approach 

2.1. Method 

An initial stage is to agree the project brief/ scope by Fraser Muir, as the sponsor, and Muriel 

Mewissen, as the PM. 

As the Business Analyst (BA), Ben Mawson-Mole will conduct a session with Fraser Muir and Helen 

Sang, as the lead SME.  The intention will be to understand the project scope as and review how the 

analysis stage will take place and who will need to be involved as an SME knowledge base. 

Ben Mawson-Mole will produce a draft version of the Analysis Approach and As-Is documentation, 

which the Fraiser Muir and Helen Sang (as the lead SME) will need to baseline as a suitable approach 

to conducting the analysis and an understanding of the current operational processes. 

 

Ben Mawson-Mole and Helen Sang will then set up a workshop to include the other identified SMEs, 

with the intention to review the draft As-Is document and add further, refined details to confirm 

how the processes currently work.   

The workshop will also include discussion to understand how the process could better work and 

what a To-Be process would look like through the introduction of an IT driven solution.  This 

discussion will need to include the expected impact to the process and teams using it, as well as 

identifying any tangible and expected benefits.  

The workshop will also need to include shaping the requirements, based on the understanding of the 

As-Is and To-Be.  These will form simple statements that outline the expected functionality and how 

to measure if it has been successful.  

NOTE: for the session to be successful, the identified SMEs will need to be briefed beforehand, so 

they can come to the session prepared with an understanding of how they currently work (As-Is) and 

how they can contribute to the discussions for the future options (To-Be).  Additionally, as outlined 

in Section 1.2, they will need to have been allowed time to prepare before the session, contribute 

during the session then review and feedback after the session.   

  

Following the initial workshop, Ben Mawson-Mole will document the details discussed to clarify the 

As-Is way of working and the To-Be proposals.  The intention is to ensure there is a common 

understanding that can be used by all of the stakeholders involved in the project.  The To-Be outline 

will then form discreet requirements, broken down into suitable categories.  

Helen Sang and the identified SME’s will review and provide feedback on the documentation, which 

Ben Mawson-Mole will incorporate.  Helen Sang and the identified SME’s will review any updates 

made to the document with the intention of baselining the document as being fit-for-purpose.  The 

intention is to prepare the documentation for a final review by Fraser and Muriel Mewissen.   

Fraser Muir and Muriel Mewissen will review the final version of the documentation and provide 

feedback, which Ben Mawson-Mole will incorporate.  The intention is to allow the document to be 

formally signed-off as an accurate reflection of the As-Is way of working, the To-Be proposal and the 

list of Requirements. 
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2.2. Artefacts 

It is worth noting that the main intention of any documentation is to aid the common understanding 

for all project members.  To this end, discussions with the BA and SME’s will be necessary, to ensure 

the correct context of the documentation is relayed and interpreted in a single. 

Each document will be prepared by Ben Mawson-Mole, reviewed by the SMEs and baselined by the 

Sponsor and PM.  

Analysis Approach (this document); to relay how the analysis will be conducted, explain the 

artefacts that will be produced  

“As-Is” current operational processes; a plain written outline narrative accompanied with a suitable 

business process map.  This will help identify what activity is currently performed and by whom.  

“To-Be” proposal; a further plain written outline narrative accompanied with a suitable business 

process map to highlight and understand the preferred a target operating model.  This will help 

understand the impact of any changes and how to transition from the old way of working to the 

new.  This information will not come into effect until the later implementation and testing stages of 

the programme, however it is needed during the analysis phase to understand if the change is 

feasible and will deliver the outlined project goals.  This information will then form the basis of the 

requirements. 

Requirements Catalogue; a standard requirements catalogue will be produced, offering an outline 

of the expected functionality and success criteria.  These will be based on the findings from the As-Is 

& To-Be workshop, then used during the Procurement Phase allowing tendering suppliers to 

demonstrate how they will achieve the requirement.   

 

2.3. Governance 

Ben Mawson-Mole, as the BA will prepare all documentations, from the initial draft and including 

any updates based on feedback received. 

Helen Sang, as the lead SME, will be responsible for ensuring herself and the other SME’s have 

provided any feedback and input, which will be incorporated by Ben Mawson-Mole.  Helen Sang will 

then declare the documentation as fit-for-purpose, ready to be reviewed by Fraser Muir and Muriel 

Mewissen. 

Fraser Muir and Muriel Mewissen must ensure all necessary documentation has undergone a final 

review and offer any feedback and input.  Once any final changes have been applied by Ben 

Mawson-Mole, they will ensure the document has had a final approval, including any sign-offs where 

necessary.  

 

2.4. Communication,  

Ben Mawson-Mole and Muriel Mewissen, will review weekly, to confirm the project direction 

remains the same and highlight any deviation to the agreed input required.  
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Ben Mawson-Mole and Helen Sang will conduct the required workshops and review session on and 

as-needed basis, planning time with the identified SME to ensure they have time allocated to review 

and feedback as needed.  As a guide, the SME’s will be allowed 1 week to review documentation and 

provide feedback.  Depending on the comments received, further workshops may be required to 

discuss the detail and incorporate into the relevant document. 

Documents/ Artefacts will use a standard document version control, and while consider draft will be 

stored in an Office 365 Group, set up by Fraser Muir.  Any documentation that has been considered 

signed-off will then be transferred to the IT Projects website  

 

2.5. Timescale 

The timing for the analysis stages require very precise monitoring to ensure any session has an 

agreed agenda and deliverables to work towards – and as such avoid too much deviation that will 

extend the analysis duration. 

A recommendation is to time-fence the initial analysis stage around 1 calendar month.   

 

NOTE: there is a dependency on the SME’s availability, as outlined in Section 1.2 Stakeholder.  

Therefore, there is an understanding the timescale will be flexible, within reason, to allow the day-

to-day operational tasks to be met. 
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3. As-Is (Outline) 
 

3.1. Background 

 

3.2. Current teams/ roles involved in the process 

 

3.3. Current Process 

 

3.4. Challenges 

 

3.5. Need For Change 

 

3.6. Expected Benefits 

 

4. To-Be (Outline) 
 

4.1. Option 1 

Scope 

Impact 

Benefits 

Requirements 



HSSP01 Business Analysis Approach Document 

 

9 of 12 
 

5. Requirements (Outline) 
 

5.1. Functional Requirements (Outline) 

Ref Requirement Success Criteria Priority 
Category 1 

    

    

Category 2 
    

    

Category 3 

    

    

 

5.2. Non Functional Requirements (Outline) 

NOTE: captured from an existing BRD – will need to be adapted for this project 

Security 

 

Ref Security Requirement Category 

D/HD/M 

1.1 Authentication EASE Authentication to be used M 

1.3 Authorisation Levels Admin – read/write access to application’s administrative functionality and to all data M 
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Owner – read/write access to all data functionality but no admin permission 

User – view-only access to application data; no access to sensitive data (as defined above) 

 

Scalability and Performance  

 

Ref Scalability  Requirement Category 

D/HD/M 

2.1 Typical and Maximum 

number of concurrent 

users 

 M 

2.2 Expected annual user 

growth 

 M 

2.3 Expected initial and 

maximum data 

volumes 

  

2.4 Expected annual data 

growth 

  

2.5  Performance required 

of key functions under 

load   

Specify an acceptable range of responses for completion of key business functions e.g. forr completion of a 

transaction or delivery of a query response or report. Specify as many of these as are required.  
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Availability/Business Continuity  

 

Ref Availability/Business Continuity  Requirement Category 

D/HD/M 

3.1 The solution should be designed to 
be highly available during normal 
working ours   

99.9% availability excluding planned maintenance during 8am – 6pm HD 

3.2 In the event of a failure the system 
must be designed to be recoverable 
in less than 1 working day with 
minimal data loss 

Recovery in less than 1 working day from time of failure with no loss of completed 

transactional data 

HD 

 

Back Up/Archive 

 

Please highlight any archive and back up requirements. For example: 
 

Ref Backup/Archive Requirement Category 

D/HD/M 

4.1 Daily Backup Daily backup for Disaster Recovery M 

4.2 Full database archive  Annual snapshot on 31st July  

 

Data Interfacing and Migration 

 
Please provide details of data interfacing and migration requirements including timescales. Be sure to specify any conditions applying to data to be interfaced 
or migrated and the extent to which data quality checking and/or data clean up actions are required. For example: 
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Ref Data Migration  Requirement Category 

5.1 Financial Transactions  To be posted in real time to Finance System  HD 

5.2 Staff Data To be refreshed at least daily from HR system.  M 

 

Conformance with Browsers, Operating Systems and Mobile Devices 

 

Please provide details of the environment(s) in which the system is required to operate. For UoE systems only Windows, Apple Mac and Linux operating 

systems are supported. The current list of supported web browsers is published at:   

http://www.ed.ac.uk/schools-departments/information-services/services/computing/application-development/application-support/supported-web-

browsers/browser-application  

 

 

 

http://www.ed.ac.uk/schools-departments/information-services/services/computing/application-development/application-support/supported-web-browsers/browser-application
http://www.ed.ac.uk/schools-departments/information-services/services/computing/application-development/application-support/supported-web-browsers/browser-application
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