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
e 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.

#f §Jira  Yourwork~ Projects~ Filters~ Dashboards~ People~ Apps v Q Search 9 o0 8
Fters
Q| Owner v Project ~  Group ~
*  Name* Owner Viewers Editors Starred by
# 1 Zfilter & nikola zavadska B Private B Private 1person
# Cross-project board ‘ Nikola Zavadska & Private B Private 1person
# Dome next gen filter % Nikola Zavadska B Private B Private 1 person
Due this week (NSC) @ softcomply Risk Manager Cloud Add-.. [ New Soft Comply, Al roles B Private 0 people
Filter for 2 project . sheerish.uware a User portal app, All roles 8 Private 0 people

Chat Feature, All roles

Filter for AA board Q Biro Florin B Authentication App, All roles () Private 0 people
Filter for BG board & priscila Calisto the big cat, All roles & Private 0 people
Filter for BO board @ shecrishuware T Byte one, Al roles @ Private 0 people
Filter for BO2 board @ sheerishuware B eyte two, Al roles B Private 0 people
Filter for CF board @ siroFlorin Chat Feature, All roles B Private

Filter for CH2020 board ‘ Nikola Zavadska & Private & Private

Filter for CMP board & o zavadska Company managed project, @ private

All roles
Filter for COF board & viola zovadska HR team, All roles B Private
Eilbnr fnr Mintannn Tranbine Y \flad Dok ank B0 reanbinm Anm Al B 6 A nnnn

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:

e Project: Choose the relevant project(s).
e Issue Type: For example, select "Bug".

e Status: Choose the status of issues you want to filter.

e Assignee: Select "Current User" to filter issues assigned to yourself.

e 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".

#i 4 Jira  Yourwork- Projects~ Filters~ Dashboardsv Peoplev Apps <~

Filters Search  saveas

Search issues

Project; All v Bugv  Status: All¥  Current User v [REINEIEE  Contains text Switch to JQL

STARRED
Search
1. Z filter L P P e
1-50 of 331
Cross-project board [ Budget Aa Short text
T Ke H - =
s Gen kst L LA [ Business value - WSJF Label
B ssPp-17 Instructions for deleting this sample boardz
Marketing tasks ordered by P... description tab of the detail view for more | L Business value - WSJF Value

0O ssP0-13 As a developer, | can update details on an itr — Category

ki detail view

[) Change completion date...
i ’
b B sspc-17 Instructions for deleting this sample board 2

Lk f L) Change reason © Dropdown
description tab of the detail view for more
Reported by me s

B sspc-13  As a developer, | can update details enaniti
All issues

detail view ...excluding 75 hidden
Open issues O ssee-17  Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPB-17" link and read the
description tab of the detail view for more
Done issues
B sseB-13  As a developer, | can update details on an item using the Detail View >> Click the "SSPB-13" link at the top of this card to open the
Viewed recently detail view
Created recently B ssea-17  Instructions for deleting this sample board and project are in the description for this issue > Click the "SSPA-17" |j

description tab of the detail view for more
Resolved recently

detail view
Updated recently

O wrei-3 Templates

s issue >> Click the "SSPD-17" link and read the

8SPD-13" link at the top of this card to open the

s issue >> Click the "SSPC-17" link and read the

SSPC-13" link at the top of this card to open the

O ssPa-13 As a developer, | can update details on an item using the Detail View >> Click the "SSPA-13" link at the top of this

oo §

< Share (1) Export  =es

=~

Columns ¥

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.

Learn tne Jira Tunaamentais powering Jira

JOL is not a database query language, even though it uses SQL-like syntax. Service Management

Get to know the new Jira experience

Search forissues using JOL Work with requests and issues in Jira Cloud products
1. Choose Filters in the navigation bar. « Use advanced search with Jira Query Language
2. Select Advanced issue search. (JaL)

If basic search is shown instead of advanced search, click Advanced (next to the 2 icon). If advanced s

is already enabled, you'll see the option of switching to basic. Manage your Jira user profile
3. Enter your JQL query. As you type, Jira will offer a list of "autocomplete” suggestions based on the context of
your query. Note, autocomplete suggestions only include the first 15 matches, displayed alphabetically, so you

may need to enter more text if you can't find a match. 5
M v On this page

4, Press Enter or click 2 1o run your query. Your search results will be displayed in the issue navigator. Search for issues using JQL

S

Search for issues using JQL in a project

Search forissues using JOL in a project

You can build structured queries using the Jira Query Language (JQL) to search for issues in a project. You can

Understanding advanced searching

specify criteria that you can't define in the quick or basic searches (the ORDER BY clause, for example). Constructing JQL queries
JQL is not a database query language, even though it uses SQL-like syntax. Setting the precedence of operators
To search for issues using JQL: Restricted words and characters

1. From your project’s sidebar, select Issues.
2.1 you're in the Basic search mode, select JQL.

Performing text searches

3. Enter your JQL query. Fields
4, Press Enter or click 4 to run your query. Yaur search results will be displayed in the issue navigator. Operators
Keywords
0 As you type your query, Jira will offer a list of "autocomplete” suggestions based on the context of your
Functions

query. The autocomplete suggestions only include the first 15 matches, displayed alphabetically, so you

7 i h 5 , 3
may need to enter more text if you can't find a match. Jira will also let you know if there's an error in R

your query.
Troubleshooting
Using JQL, you could search for all issues in your project *Assassin’s guild” that:
« have "weaponry” in a text field, and [

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.

JaL s not a database query language, even though it uses SQL-like syntax.

Search forissues using JOL

1. Choose Filters in the navigation bar.
2. Select Advanced issue search.

If basic search is shown instead of advanced search, click Advanced (next to the 2 icon). If advanced
is already enabled, you'll see the option of switching to basic.

w

. Enter your JQL query. As you type, Jira will offer a list of "autocomplete” suggestions based on the context of
your query. Note, autocomplete suggestions only include the first 15 matches, displayed alphabetically, so you
may need to enter more text if you can't find a match.

4, Press Enter or click 2 1o run your query. Your search results will be displayed in the issue navigator.

[

Search forissues using JOL in a project
You can build structured queries using the Jira Query Language (JQL) to search for issues in a project. You can
specify criteria that you can't define in the quick or basic searches (the ORDER BY clause, for example).
JQL is not a database query language, even though it uses SQL-like syntax.
To search for issues using JQL:

1. Fram your project's sidebar, select Issues.

2. If you're in the Basic search mode, select JQL.

3. Enter your JQL query.

4. Press Enter or click "4 to run your query. Your search results will be displayed in the issue navigator.

ﬂ As you type your query, Jira will offer a list of "autocomplete" suggestions based on the context of your
query. The autocomplete suggestions only include the first 15 matches, displayed alphabetically, so you
may need to enter more text if you can't find a match. Jira will also let you know if there's an error in
your query.

Using JQL, you could search for all issues in your project *Assassin's guild” that:

« have "weaponry” in a text field, and

Learn e Jira Tunaamentais powering Jira
Service Management

Get to know the new Jira experience
Work with requests and issues in Jira Cloud products

Use advanced search with Jira Query Language
(JaL)

Use basic search and filters to find requests and issues

Manage your Jira user profile

On this page
Search for issues using JOL

Search for issues using JOL in a project
Understanding advanced searching
Constructing JQL queries

Setting the precedence of operators
Restricted words and characters
Performing text searches
Fields

Operators

Keywords

Functions

Running a saved search

Troubleshooting

‘Community

Jira Query Language documentation page with instructions and examples

Generated with docsie.io

4/11



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.

JQL is not a database query language, even though it uses SQL-like syntax.

Search forissues using JOL
1. Choose Filters in the navigation bar.

2. Select Advanced issue search.

o If basic search is shown instead of advanced search, click Advanced (next ta the X ican). If advanced
is already enabled, you'll see the option of switching to basic.

w

. Enter your JGL query. As you type, Jira will offer a list of "autocomplete” suggestions based on the context of
your query. Note, autocomplete suggestions only include the first 15 matches, displayed alphabetically, so you
may need to enter more text if you can't find a match.

4, Press Enter or click A to run your query. Your search results will be displayed in the issue navigator.

[
Search forissues using JOL in a project

You can build structured queries using the Jira Query Language (JQL) to search for issues in a project. You can
specify criteria that you can't define in the quick or basic searches {the ORDER BY clause, for example).
JOL is not a database query language, even though it uses SQL-like syntax.
To search for issues using JQL:
1. From your project’s sidebar, select Issues.
2, If you're in the Basic search mode, select JQL.
3. Enter your JQL query.
4. Press Enter or click 4 to run your query. Your search results will be displayed in the issue navigator.

@  Asyou type your query, Jira will offer a list of *autocomplete" suggestions based on the context of your
query. The autocomplete suggestions only include the first 15 matches, displayed alphabetically, so you
may need to enter more text if you can't find a match. Jira will also let you know if there’s an errer in
your query.

Using JQL, you could search for all issues in your project *Assassin's guild” that:

+ have “weaponry” in a text field, and

Learn e Jira TUNaamentais powering Jira
Service Management

Get to know the new Jira experience
Work with requests and issues in Jira Cloud products

Use advanced search with Jira Query Language
Jau)

Use basic search and filters to find requests and issues

Manage your Jira user profile

On this page
Search for issues using JAL

Search for issues using JQL in a project
Understanding advanced searching
Constructing JQL queries

Setting the precedence of operators
Restricted words and characters
Performing text searches
Fields

Operators

Keywords

Functions

Running a saved search

Troubleshooting

Community

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.

# 4 Jira  Yourwork~ Projects~ Filters~ Dashboards~ People~ Apps~ Q Search 9 o u §
Filters All bugs assigned to Nikki  save as * @ B <Cshae () Export
Search issues : Owned by Nikola Zavadska

@ assignee in (currentUser()) AND jssuetype = E @ Switch to basic =
STARRED
1. 2 fiter Permissions

1-50 0f 331 % This filter is only visible to you.

All bugs assigned to Nikki
This filter is only editable by you.
Cross-project board T Key Summary

Edit permis@mns
0 ssPp-17 Instructions for deleting this sampl & < the "SSPD-17" link and read the
Dome next gen filter description tab of the detail view fc
Subscriptions
Marketing tasks ordered by P... O sspp-13 As a developer, | can update details o = st the top of this card to open the
bt This filter has no subscriptions.
detail view
oTHER " . New subscription )
B sspc-17  Instructions for deleting this sampk < the "SSPC-17" link and read the

My open issues description tab of the detail view for more

SSPC-13  As a developer, | can update details on an item using the Detail View >> Click the " 'C-13" link at the top of this card to open the
Haporiad by me a velops up! i item using il View >> Cli SSP! i P i pel

detail view
Allissues O sspe-17 Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPB-17" link and read the
description tab of the detail view for more
Open issues
[ ssPB-13 As a developer, | can update details on an item using the Detail View >> Click the "SSPB-13" link at the top of this card to open the
Done issues detail view
Viewed recently B ssPA-17 Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPA-17" [i

description tab of the detail view for more

Created recently
B sspa-13  As a developer, | can update details on an item using the Detail View >> Click the "SSPA-13" link at the top of this cf
Resolved recently detail view

B nepis Templates

Columns ¥

Component Versions

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.

i 4§ Jira  Yourwork~ Projects~ Filters~ Dashboards~ People v Apps~ Q Search p Q O ‘
Filters All bugs assigned to Nikki  save as * ® B =Sshae N Export
Search issues ‘ Owned by Nikola Zavadska

@ assignee in (currentUser({)) AND jssuetype = E ®@ Switch to basic =~
STARRED
1. Z filter Permissions

1-500f 331 © This filter is only visible to you Columns

All bugs assigned to Nikki
This filter is only editable by you.

" T Key Summary Component Versions

Cross-project board Edit permissions

0 ssp0-17 Instructions for deleting this sampli %‘w «the "SSPD-17" link and read the
Dome next gen filter description tab of the detail view fc

Subscriptions
Marketing tasks ordered by P... [ sspo-13 Asadeveloper, | can update detaile . 3t the top of this card to open the
detall s This filter has no subscriptions.

SR [ sspc-17 Instructions for deleting this sampl Hole subscriplon < the "SSPC-17" link and read the

My open lssues description tab of the detail view for more

Reported by me B ssPc-13  As a developer, | can update details on an item using the Detail View >> Click the "SSPC-13" link at the top of this card to open the

detail view
Allissues [ sspe-17 Instructions for deleting this sample board and project are in the description for this issue > Click the "SSPB-17" link and read the
description tab of the detail view for more
Open issues
B ssPe-13 As a developer, | can update details on an item using the Detail View >> Click the “SSPB-13" link at the top of this card to open the
Done issues detail view
Viswstl rasritly B ssPa-17 Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPA-17" I

description tab of the detail view for more

Created recently
[0 ssPa-13 As a developer, | can update details on an item using the Detail View >> Click the “SSPA-13" link at the top of this ¢}
Resolved recently detail view

O wFe1-3 Templates

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:

e Grant access to everyone in the organization.
e Grant access to specific groups.
e 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.

i 4§ Jira  Yourwork~ Projects~ Filters~ Dashboards~ People v Apps~

oo §

Filters All bugs assigned to Nikki  saveas petails # @ B <shae (hExport e
Search issues

@ assignee in (currentUser()) AND issuetype = Bug order by created DESC @ LS Switch to basic =v
STARRED
1. Z filter

1-500f331 S Columns ¥
All bugs assigned to Nikki
Crass-pmiec( board T Key Summary Compenent Versions

8 sseo-17 *Ins!ruclinns for deleting this sample board and project are in the description for this issue >> Click the "SSPD-17" link and read the e

Dome next gen filter

Marketing tasks ordered by P...

oTHER
My open issues
Reported by me

All issues

0 sspo-1s

B sspca7

B sspc-13

description tab of the detail view for more

As a developer, | can update details on an item using the Detail View >> Click the *SSPD-13" link at the top of this card to open the
detail view

Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPC-17" link and read the
description tab of the detail view for more

As a developer, | can update details on an item using the Detail View >> Click the "SSPC-13" link at the top of this card to open the
detail view

B sses-17 Instructions for deleting this sample board and project are in the description fer this issue >> Click the "SSPB-17" link and read the
description tab of the detail view for more
Open issues
[ sspe-13 As a developer, | can update details on an item using the Detail View >> Click the "SSPB-13" link at the top of this card to open the
Done issues detail view

Viewed recently

Created recently

O sspA-13  As a developer, | can update details on an item using the Detail View >> Click the "SSPA-13" link at the top of this cf
Resolved recently detail view
B nFp1-3 Templates

\ Updated recently

B sspa-17

Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPA-17" [if
description tab of the detail view for more

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.

# 4 Jira  Yourwork Projects~ Filters~ Dashboards~ People~ Apps v Q Search 9 o0 8
Filters All bugs assigned to Nikki  saveas Detsils * @ B <Lshae (hBport e
Search issues

© assignee in (currentUser()) AND issuetype = Bug order by created DESC 1) Switch to basic =~
STARRED
1. Z filter

1-50 0f 331 Columns v
All bugs assigned to Nikki

T Key Summary Companent Versions

Cross-project board
Dome next gen filter
Marketing tasks ordered by P...
OTHER

My open issues
Reported by me
Allissues

Open issues

Done issues

Viewed recently
Created recently

Resolved recently

L]
o

SSPD-17

SSPD-13

SSPC-17

SSPC-13

SSPB-17

SSPB-13

SSPA-17

SSPA-13

NFP1-3

Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPD-17" link and read the .
description tab of the detail view for more

As a developer, | can update details on an item using the Detail View >> Click the *SSPD-13" link at the top of this card to open the
detail view

Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPC-17" link and read the
description tab of the detail view for more

As a developer, | can update details on an item using the Detail View >> Click the "SSPC-13" link at the top of this card to open the
detail view

Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPB-17" link and read the
description tab of the detail view for more

As a developer, | can update details on an item using the Detail View >> Click the "SSPB-13" link at the top of this card to open the
detail view

Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPA-17" [j
description tab of the detail view for more

As a developer, | can update details on an item using the Detail View >> Click the "SSPA-13" link at the top of this cf
detail view

Templates

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.

i 4§ Jira  Yourwork~ Projects~ Filters~ Dashboards~ People v Apps~ Q Search @ o o c
Filters All bugs assigned to Nikki  saveas petails & @ B <Lshae () Export
Search issues

@ assignee in (currentUser()) AND issuetype = Bug order by created DESC @ LS Switch to basic =v
STARRED
1. Z filter

1-50 0f 331 Columns ¥

All bugs assigned to Nikki

T Key Summary Component Versions

Cross-project board
0 sspo-17 yInstructions for deleting this sample board and project are in the description for this issue >> Click the "SSPD-17" link and read the

Dome next gen filter ‘description tab of the detail view for more

Marketing tasks ordered by P... B ssrp-13 Asa developer, | can update details on an item using the Detail View >> Click the "SSPD-13" link at the top of this card to open the
detail view

oTHER

[ sspc-17  Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPC-17" link and read the

My open issues description tab of the detail view for more

Reported by me B ssPc-13 As a developer, | can update details on an item using the Detail View >> Click the "SSPC-13" link at the top of this card to open the

detail view
$5PB-17 Instructions for deleting this sample board and project are in the description for this issue > Click the "SSPB-17" link and read the
Aissues o Instructions for deleting th le board and t the description for thi Click the "SSPB-17" link and read th
description tab of the detail view for more

Open issues

[ ssp3-13 Asa developer, | can update details on an item using the Detail View >> Click the "SSPB-13" link at the top of this card to open the
Done issues detail view
Nk Tty [ sspA-17  Instructions for deleting this sample Board and project are in the description for this issue > Click the "SSPA-17" I

description tab of the detail view for more

Created recently
[ sspA-13 As a developer, | can update details on an item using the Detail View >> Click the "SSPA-13" link at the top of this ¢}

Resolved recently detail view

NFP1-3  Templates
\ Updated recently ® 2

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.

4 Jira Yourwork~ Projects~ Filters~ Dashboards~ People~ Apps~ Q Search 9 o u §
Filters All bugs assigned to Nikki  saveas Details # @m B o Share M Export ==
Search issues

@ assignee in (currentUser{)) AND issuetype = Bug order by created DESC fa Switch to basic =~
STARRED
1. Z fiiter
1-50 0f 331 Columns ¥
All bugs assigned to Nikki
oot baar T Key Summary Component Versions
§ h $SPD-17  Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPD-17" link and read the .
Dome next gen filter description tab of the detail view for more
Marketing tasks ordered by P... 0 sspp-13 As a developer, | can update details on an item using the Detail View >> Click the “SSPD-13" link at the top of this card to open the
detail view
it O sspc-17 Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPC-17" link and read the

My open issues description tab of the detail view for more

Reported by me O sspc-13 As a developer, | can update details on an item using the Detail View >> Click the "SSPC-13" link at the top of this card to open the

detail view
All issues [ sspa-17 Instructions for deleting this sample board and project are in the description for this issue > Click the "SSPB-17" link and read the
) description tab of the detail view for more
Open issues
B 55PB-13 Asa developer, | can update details on an item using the Detail View >> Click the "SSPB-13" link at the top of this card to open the
Done issues detail view
Viewed recently B ssPA-17  Instructions for deleting this sample board and project are in the description for this issue >> Click the "SSPA-17" li

description tab of the detail view for more

Created recently
B sspa-13  As a developer, | can update details on an item using the Detail View >> Click the "SSPA-13" link at the top of this cf

Resolved recently detail view

B wepia Templates

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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