
Creating and Managing Saved Filters in 
Jira

Jira filters let you save specific search criteria so you can quickly access the 
issues most relevant to your work. This guide walks you through creating a new 
filter, saving it, adjusting its permissions, and editing it later.

Prerequisites
 Access to a Jira instance with permission to create and save filters.

Step 1: Navigate to filters in Jira
Go to the top navigation bar in Jira and click on the Filters menu. Select View all 
filters from the dropdown to display a list of all filters available in your Jira 
instance, including default filters and those shared by other users.

Jira Filters screen showing a list of filters, owners, viewers, editors, and the "Create filter" button
highlighted in the top right
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Step 2: Review existing filters
Browse the list to see filters by name, owner, project, group, viewers, editors, and 
who has starred them. Note that some filters are private, while others are shared 
with specific groups or roles.

Step 3: Create a new filter
Click the Create filter button in the top right corner of the Filters page. You will be 
redirected to the Jira Search interface.

Step 4: Define your filter using basic search
In the Search interface, use the dropdown menus to select your filter criteria:

 Project: Choose the relevant project(s).
 Issue Type: For example, select "Bug".
 Status: Choose the status of issues you want to filter.
 Assignee: Select "Current User" to filter issues assigned to yourself.
 Click + More to add additional fields to your filter.

For example, to view all bugs assigned to yourself, set Issue Type to "Bug" and 
Assignee to "Current User".

Jira Search screen with dropdowns for Project, Issue Type, Status, Assignee, and "+ More"
options visible
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Step 5: Add advanced criteria using JQL (optional)
If you need more advanced filtering, click Switch to JQL and enter your query in 
the provided field. For example:

assignee in (currentUser()) AND issuetype = Bug order by created DESC

Use the help icon next to the search bar to access the Jira Query Language 
documentation for guidance on constructing queries.

Jira Search screen with JQL query entered and help icon highlighted
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Step 6: Access JQL documentation (optional)
Click the help icon to open the Jira Query Language documentation. Review the 
instructions and examples provided to help you build more complex queries.

Jira Query Language documentation page with instructions and examples
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Step 7: Save your filter
Once your filter criteria are set, either through basic search or JQL, click the Save 
as button at the top of the search results. Enter a name for your filter in the dialog
that appears and confirm to save it for future use.

Jira Search screen with a JQL query entered and the "Save as" option visible at the top
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Step 8: Name and save your filter
In the Save Filter dialog, enter a descriptive name for your filter—for example, "All 
bugs assigned to Nikki" in the Filter Name field. Click Submit to save the filter.

Jira "Save Filter" dialog with 'All bugs assigned to Nikki' entered in the Filter Name field and
Submit/Cancel buttons visible. Background shows the Jira Search screen with issues listed.

Step 9: Review filter details and permissions
Once saved, your filter appears in the left sidebar under "Starred" or "Other" filters.
Click the filter name (for example, "All bugs assigned to Nikki") to view its details, 
then click the Details link near the filter name to open the filter information panel.
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Review the owner, permissions, and subscriptions. By default, the filter is only 
visible and editable by you. To change who can view or edit the filter, click Edit 
permissions.

Jira filter details panel open, showing owner, permissions ("only visible to you", "only editable by
you"), and the "Edit permissions" link highlighted.

Step 10: Edit filter permissions
In the permissions dialog, choose who can view or edit the filter:

 Grant access to everyone in the organization.
 Grant access to specific groups.
 Restrict access to certain projects.

Adjust permissions as needed to share the filter with colleagues or teams, then 
save your changes.
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Step 11: Locate and star your filter
Find your saved filter in the "All filters" list or under "Starred" in the sidebar. Click 
the star icon next to the filter name to mark it as a favorite—this ensures it 
appears at the top of your filter list for quick access.

Jira sidebar with "All bugs assigned to Nikki" filter starred and highlighted under the Starred
section.
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Step 12: Edit an existing filter
To modify a saved filter, click its name in the sidebar. Jira opens the search 
interface with the filter's current criteria. Make any necessary changes to the filter
criteria, such as updating the JQL or changing fields, then click the Save button at
the top to update the filter with your changes.

Jira search screen with the "All bugs assigned to Nikki" filter selected, showing issues and the
search bar.
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Step 13: Verify the filter save confirmation
After saving, look for a confirmation message at the top right indicating your filter
has been successfully saved. If your search returns no results, Jira displays a "No
issues were found to match your search" message.

Jira search screen with the "All bugs assigned to Nikki" filter selected, showing "No issues were
found to match your search" and a confirmation message that the filter has been saved.

Summary
By following these steps, you can create, customize, save, share, and edit filters 
in Jira, ensuring you and your team have quick access to the issues most 
relevant to your work and reporting needs.
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What's next
For additional Jira tutorials and tips, subscribe to the channel as prompted at the 
end of the video.

End screen with "Watch these next!", "Click on our logo to Subscribe to the channel", and social
media icons on a colorful background.
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