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Welcome, And Thank You For Coming!

advanceedge.org

❖ Hosted By AdvanceEdge Professional Services
❖ Based in Toronto, Canada
❖ An Endorsed Education Provider of the International Institute of Business Analysis (IIBA EEP)
❖ The 4th webinar in the series of our bi-weekly webinars
❖ Anastasia Entina, 11+ years in IT, CBAP, AAC, PMP, SAFe 6.0 PC
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❖ ECBA/CCBA Certification Preparation Course
❖ Start Date: September 28th, 2024
❖ End Date: October 19th, 2024
❖ Duration: 21 Hours
❖ Format: 7 Zoom sessions, every Saturday and 

Sunday from 5:00 PM to 8:30 PM EDT

Our Services

❖ CBAP Certification Preparation Course
❖ Start Date: October 5th, 2024
❖ End Date: November 3rd, 2024
❖ Duration: 35 P Hours
❖ Format: 10 Zoom sessions, every Saturday 

and Sunday from 9:00 AM to 1:00 PM EDT
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❖ Wednesday, October 9th, 11:00 AM EDT
❖ Online, 1 hour, Zoom Session
❖ Positive BA Culture and Stakeholder Trust
❖ Please complete the webinar registration 

form: 
https://www.advanceedge.org/register-for-the
-webinar 

advanceedge.org
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Webinar Agenda

❖ What is business analysis information
❖ Examples of business analysis information
❖ Common misconception
❖ Business Analysis Information Management Plan
❖ Structure of Business Analysis Information
❖ Business Analysis Information Management: Best Practices and Examples
❖ Deficient information management
❖ Information management and your professional image
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Business Analysis Information

❖ All the information business analysts elicit, create, compile, and disseminate in the course of 
performing business analysis.
➢ The BABOK Guide, v 3.0, International Institute of Business Analysis (IIBA).
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Business Analysis Information
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Examples Of Business Analysis Information

❖ Meeting agendas and meeting notes;
❖ Access info and credentials to different platforms relevant to the initiative;
❖ The list action points agreed at the meeting, their ETAs and assignees;
❖ Interview results, observation results;
❖ Any documents: documentation from 3rd party providers or organizational documents;
❖ Wireframes,schemas, grids, use cases, user stories, models, etc.;
❖ Stakeholder concerns, approvals, confirmations, decisions, assumptions;
❖ Depending on the role: project plan, business case, product backlog, release notes, risk register.

advanceedge.org

Prepared By AdvanceEdge Professional Services



Typical Misconception

❖ Business Analysis Information IS NOT limited to:
➢ Only final business analysis artefacts, such as functional or technical design specification 

(reviewed and approved);
➢ Only requirements documentation.

❖ Business Analysis Information includes the items above but goes beyond than just that.
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Business Analysis Information
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Efficient Information Management

❖ To manage
➢ to control the use of, to administer, to maintain control or influence over

❖ Efficient
➢ achieving maximum productivity with minimum wasted effort or expense.
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Questions To Be Answered

❖ Where to store the information?
❖ What information to store?
❖ Who should have access to the information?
❖ What type of access do they need? (View/Edit/Comment/Delete)
❖ How to organize the information?
❖ How to manage the relationships between the information?
❖ How long will the information be needed?
❖ What is the breadth and the depth or the level of details of the information? 

advanceedge.org
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Questions To Be Answered - Important Note

❖ Some of the answers can be defined by organizational standards, processes, rules and templates
❖ If the environment is less formal, a business analyst may influence those decisions
❖ These are NOT one-time activities
❖ They are DAILY decisions to be made and reviewed by the business analyst
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Business Analysis Information Management Plan

❖ Explaining other stakeholders how they can use and manage the business analysis information
❖ Sync business analysis information management activities between the other business analysts
❖ Easy onboarding to the BA team/easy onboarding of any other new stakeholder
❖ Ability to introduce changes to the business analysis information management approach and 

communicate those updates
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Define Business Analysis Information Attributes
❖ Unique Identifier
❖ Author
❖ Ownership
❖ Source
❖ Cost 
❖ Stability
❖ Urgency
❖ Priority
❖ Resource Assignment 
❖ Revision Number
❖ Complexity
❖ Status
❖ Notes

advanceedge.org
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Storing Business Analysis Information

❖ Keeping the information in your mailbox 
is not “storing BA info”

❖ Keeping the information in instant 
messaging solution (Slack, Skype, 
Microsoft Teams, etc.) is not “storing BA 
info”

❖ Use a knowledge base or a solution that 
allows for constant access and use by all 
relevant stakeholders

advanceedge.org
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Recognize The Ownership

❖ Different stakeholders may contribute to the business analysis information management: share 
some info, provide documents, publish new materials;

❖ There can also be multiple business analysts, a product owner, a product manager or a project 
manager involved into the business analysis information management process;

❖ Development team members use the same knowledgebase to publish more technical data;
❖ There should be a person who oversees and monitors the structure, the relevance and the 

timeliness of the information;
❖ It is okay for many people to be involved and contribute to the business analysis process;
❖ There should be one person accountable for the overall structure and quality of the business 

analysis information.
❖ If this is a complex process, it can be resolved by creating a RACI matrix and through managing the 

level of access.
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The Single Source of Truth

❖ Limit the places where information is stored: try to maintain the single source of truth
❖ Do not add additional resources if there is no specific need for that
❖ Or store the links and access info in the same knowledgebase
❖ Ease of navigation, access, no lost data:

➢ Where can I find the API documentation?
➢ Where is the wireframe for the screen A?
➢ Where should I document the credentials the stakeholder has shared with me?
➢ I do not know where to create a diagram…

❖ Example: as a business analyst you are conducting a survey and using Google Form to collect the 
responses. The responses are stored in the Google Spreadsheet.

advanceedge.org

Prepared By AdvanceEdge Professional Services



Structure of Business Analysis Information

❖ An example of business analysis 
information structure;

❖ Unique names and time stamps in 
page titles;

❖ Archiving information for previous 
months/years;

❖ Children display;
❖ Creating a page for upcoming event 

(demo, meeting, report);
❖ Link - 

https://advanceedge.atlassian.net/wiki/spaces/
WTS/pages/98307/Project+Management+Mate
rials
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Cross Linking

● Typically, there is a knowledge base and a tasks management software, e,g, Confluence and Jira;
● A work item includes specification or the source and the task to complete that work item
● These two pieces should be linked together: the specification and the Jira task
● Useful links may include:

○ Communication results - approvals, decisions
○ Links to the documentation and associated tasks
○ Other relevant tasks
○ Supporting documents

● Why cross link?
○ Improve the navigation process
○ Save time
○ Improve the flow
○ Improve record tracking

advanceedge.org
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Cross Linking - Discuss Examples

1. Wireframe documentation - 
https://advanceedge.atlassian.net/wiki/spaces/WTS/pages/295429/Customer+Portal+-+Wireframe+-
+Signup

2. Stakeholder Feedback
a. Example: feedback submitted by a stakeholder - automatically changed the status of all newly 

created accounts to “approved”
i. Why are we doing this?
ii. Who told to do that?
iii. When was this requested?
iv. https://advanceedge.atlassian.net/wiki/spaces/WTS/pages/295468/2024+-+08-12+-+Fee

dback+From+John+Doe+-+Accounts+Approval
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Avoid Duplication

❖ Duplication creates additional work
❖ Duplication leads to mistakes
❖ If some business analysis information has been already published and documented, just link to 

other relevant pieces of data, do not duplicate it
❖ Examples:

➢ The survey results in a Google Spreadsheet
➢ Email templates for the signup wireframe

advanceedge.org
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Updates And Versioning

❖ Versioning - the process of creating a new model of the same product, changing the parts of the 
product.

❖ If a business analysis artifact is updated after it has been approved, agreed and further work has 
started on it (e.g. the development process), the updates should be clearly documented:
➢ Add the date and time stamp of the update;
➢ Explain the reason for the update;
➢ Clearly identify what has been updated (summary of updates);
➢ Communicate the updates to the relevant stakeholders;

❖ Never introduce updates to an approved artifact by simply changing the old version to the new one.
❖ Versioning and clear updates documentation:

➢ Saves time;
➢ Adds clarity to the communication process.

advanceedge.org
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Updates And Versioning - Example

❖ Making changes to a signup wireframe
➢ Version 1.2
➢ Update Date: 2024-09-16
➢ Update Source: Requested by the client at the call 

on 2024-09-15 (link to the meeting agenda)
➢ Update Summary: add the step to collect credit 

card info during the signup process, keep only the 
option to sign up using email address

➢ Updated wireframe is below.
❖ Advantages:

➢ Communicate the update to the stakeholder who 
requested the change: before - now

➢ Communicate the update to other relevant 
stakeholders so that they don’t have to guess 
what changed



Reuse Documentation, Requirements and Materials

When elaborating requirements or documenting information, plan for its reuse:

❖ Within the same initiative
❖ Across multiple initiatives

Candidates for reuse:

❖ Common features or services;
❖ Data dictionaries and glossaries;
❖ Non-functional requirements;
❖ Recurrent tasks materials: weekly reports, monthly reports, email templates.

Reusing saves time and improves efficiency.
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Why Take Care Of Business Analysis Information?

❖ Business Analysis is the practice of enabling change.
❖ Change can be enabled through the series of consistent steps and continuous collaborative effort.
❖ For this collaborative effort to be successful there should be an agreed and shared understanding of 

the context, initiative, business, solution and requirements.
❖ Business analysts act as a liaison or the bridge between the business and the change management 

effort (e.g. product development initiative).
❖ Creating a shared understanding of the business analysis information, easy access to the 

information, clear understanding of the materials and the connections between them enables the 
change process.
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Deficient Information Management

❖ No connections between the pieces of information;
❖ Conflicts in the business analysis information;
❖ Duplicated data is stored in different locations and it is not consistent;
❖ The business analyst cannot find what he/she needs;
❖ Other stakeholders cannot find what they need;
❖ Other stakeholders often ask the BA to help them to locate the data they need;
❖ The documents that have been shared or provided are stored in the BA’s inbox and nobody else can 

use them;
❖ Other stakeholders cannot contribute to the business analysis activities.
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How information management influences your image?

❖ Mess with the business analysis information;
❖ Errors in the business analysis information;
❖ Lack of understanding;
❖ Stakeholders feel not heard;
❖ Lack of trust;
❖ Incomplete requirements and documentation;
❖ Errors and missed deadlines in the product development process.

❖ Unwillingness to collaborate
❖ Wasted time
❖ Dissatisfaction

advanceedge.org
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Efficient Business Analysis Information Management

❖ All necessary data is stored in a knowledge base;
❖ Relevant stakeholders have access to the data they need;
❖ Relevant stakeholders have the required level of the access to the data they need;
❖ No important data, documents, decisions, materials are stored in emails, messages in 

Slack/Skype/MS Teams etc.;
❖ The business analysis artifacts are linked to each other building a cohesive whole;
❖ The business analysis information is well organized and easy to locate;
❖ The business analyst acknowledges the ownership of the business analysis information and 

continuously manages and organizes it to keep it structured and up-to date.
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Webinar Summary

❖ Business Analysis Information is any information business analysts receive, elicit, create, compile, 
distribute and deliver;

❖ Business analysts are responsible for storing, organizing and structuring the business information 
within an initiative;

❖ Managing business analysis information efficiently means documenting and maintaining the 
information that is useful within the project;

❖ Business analysis information should be stored and carefully organized in a knowledge base;
❖ Different documents, materials and pieces of information should be linked to each other;
❖ Business analysts should avoid duplicating the data;
❖ Whenever updates to the business analysis information are introduced, they should be captured 

carefully and communicated to all relevant stakeholders;
❖ The way business analysis information is organized and stored influences the overall quality of the 

business analysis work and the personal image of the business analyst.
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Agile Manifesto

Individuals and interactions over processes and tools
Working software over comprehensive documentation

Customer collaboration over contract negotiation
Responding to change over following a plan

That is, while there is value in the items on
the right, we value the items on the left more.
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Questions and Answers
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❖ Wednesday, October 9th, 11:00 AM EDT
❖ Online, 1 hour, Zoom Session
❖ Positive BA Culture and Stakeholder Trust
❖ Please complete the webinar registration 
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❖       advanceedge.org

❖       https://www.linkedin.com/company/advanceedge-professional-services/ 

❖       https://www.linkedin.com/in/anastasia-entina/ 

❖        info@advanceedge.org

Stay In Touch
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