Atlassian Project Management Guide

5 immediately actionable
tips to eliminate project
chaos

Know your project status in real-time.
Without having to ask, chase, or gather
information from countless sources.
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Thank you for downloading the Atlassian Project Management Guide 2024.

I've created this guide to be areliable companion for managing your projects from
now on.

Refer to the following points whenever they are relevant to you.

Clear overview of all projects inreal-time -
without chaos and tool-hopping

When your team has to dig through emails and folders, projects lose momentum.

Use a central source of information and improve the visibility of all project steps and
tasks with tools like Jira for project structure and Confluence as a central document
repository.
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Your V&wlys&w /(aéynkowkyé

Vladyslav Kalynkovskyi

Enterprise Account Manager
at Polygran GmbH

Over 40,000 users have made their
projects clearer and more effective with
Polygran. This guide contains valuable
insights from their experiences.
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Project Planning with Jira Software

Jira Software supports all types of agile methodologies, such as Kanban or Scrum.

A Kanban board provides a clearer visualisation of your tasks and always shows your team
what needs to be done next.

Kanban Boards provide transparency at every project step
With Kanban boards from Jira, your team can continuously improve cycle times and

efficiency:

Enhancing Transparency
Kanban Boards give teams a clear overview of the status of all tasks, stories, issues, bugs,
and tasks, making communication more effective (see point 3 for more details).

Optimising Workflow
Kanban Boards visually display task phases and allow teams in Jira Software to customise
workflows from simple to complex according to their needs.

Easily Identifying Bottlenecks
WIP (Work in Progress) shows the number of active stories per status. WIP limits prevent
bottlenecks, ensuring a smooth workflow.

Continuous Improvement
Agile reports for Kanban boards provide real-time metrics to identify cycle times and
blockages in the workflow.

Example of a Kanban Board:

® ®  jirateamsinspace.com

L4
Q Backlog

+ Board
Reports
Releases
Components
Issues

Repository

Add item

R cOBCLREBD

Settings

Board

Q Quick filters v

TODO S

~ Super important

When requesting user
details the service should
return prior trip info

Engage Jupiter Express for
outer solar system travel

SPACE TRAVEL PARTNERS

BA s e

Create 90 day plans for all
departments in the Mars Office

LOCAL MARS OFFICE

B e

Assignee Sprint

IN PROGRESS 5 IN REVIEW 2

Requesting available flights
is now taking > 5 seconds

oA &

Engage Saturn Shuttle Lines
for group tours

SPACGE TRAVEL PARTNERS

BA - ®

Establish a catering vendor
to provide meal service

LOCAL MARS OFFICE

A a (Y

Engage Saturn Shuttle Lines

Register with the Mars
Ministry of Revenue

QA s

Draft network plan for Mars
Office

LOCAL MARS OFFICE

A (Y

Release L

DOME 8

Add pointer to main ¢ss file
to instruct users to create
child themes

LARGE TEAM SUPPORT
a8

Homepage footer uses an
inline style - should use a class

LARGE TEAM SUPPORT
(+ P 0

Engage JetShuttle
SpaceWays for travel

SPACE TRAVEL PARTNERS

OAs (3]



Project Planning with Jira Software

Workflow
Tasks in "To Do" can be moved to *In Progress” and vice
versa.

Workflows can be customised to meet the specific needs of

your team or project.
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Swimlanes
Horizontal swimlanes can make your projects even clearer.

With swimlanes, you can separate and group your projects

by employee, product, urgency, and more.

- Swimlanes in Jira are individually configurable and can be
tailored precisely to the needs of your team.
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Project Planning with Jira Software

Customising Jira Workflows

Workflows are processes that your issues (project steps) go through from creation to
completion.

Jira offers built-in workflows that you can use straight away. Alternatively, you can create
your own workflows (which we recommend).

We support our clients in creating new workflows, ensuring they are perfectly and
individually tailored to the needs of the team - this saves time and avoids chaos in
collaborative project work.

Example of a very simplified workflow:

START

2,
! !

Create ——3  TODO IN PROGRESS DONE e

f o ANY STATUS ANY STATUS ANY STATUS

o Status:

A status indicates where the project is within the workflow. The status helps everyone in
the team to get a quick overview of the project’s progress.

Examples:

“‘Open,” “In Progress,

e Transition:

A transition is an action that changes the status of anissue and works only in one direction.
To switch anissue between two statuses back and forth, two transitions are necessary.

” u

Under Review,” “Planned,” “Pending,” “On Hold,” etc.

e Resolution:

When a task is completed and no longer open, it requires a resolution status.
Examples:
“Done,” “Completed,” “Won't Do,” etc.
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Jira Workflow Examples from Our Clients
We assist our clients in creating customised workflows tailored to their specific needs.

Client Workflow Example 1
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Project Planning with Jira Software

A timeline in Jira helps you stay up-to-date

Create an interactive timeline by adding large projects (Epics) and tasks, specifying
dependencies, and setting deadlines.

This helps the team collaborate effectively, as all team members can see the
dependencies of their tasks and continuously monitor the project's progress.

Epic MAY JUN
v @ SR-1__ Add user photo to ]
O MAC-4 Hire office manager for & nProGRESS
]l MAC-12 Does Dashloop Logistic e DONE
» MAC-11 Afterburner revision IV (] _

» MAC-11 As an operator Iwantto @

» MAC-15 New APl Access Points

> [ MAC-12 Social media integrations —

> MAC-17 Homepage footer uses _

> MAC-21 Sales Executive:

v MAC-11 Color of pale yellow on _
B MAC-8 Dashloop Logistic & TO DO

Epic

A large project that encompasses many smaller tasks is called an Epic.
Example: Creating a website for a small business.

Bug
An issue that needs to be resolved.
Example: The website loads too slowly.

Story
A requirement from the user's perspective.
Example: As a website visitor, | want to quickly access the homepage.

Task

A task that needs to be completed. Tasks cover all those things that don't quite fit into
otherissue types.

Example: Write blog posts. Design alogo. Develop the website.



04

Project Planning in Confluence

Now that we have taken a closer look at Jira, you can create a dedicated space in
Confluence for your project to centrally collect all essential information.

This facilitates easy access to project information and enhances the availability of

information for your team.

An organised and structured hierarchy in Confluence is important.

You can structure the documentation in two ways:
* You can set up a separate space (Space) for each project team and create a dedicated
page (Page) for larger projects.

e Alternatively, you can create a space (Space) for each project and a page (Page) for
each release cycle or product launch.

Here is an example of a well-structured hierarchy in Confluence:
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. Engineering
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£l Marketing
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Project Planning in Confluence

Using Templates for Quick Starts

Utilise one of over 80 customisable Confluence templates, ranging from strategy and
planning to reporting. These templates enable a quick start while ensuring consistency
across various projects.

This leads to standardised communication and documentation, which can also reduce the
onboarding time for new team members.

Example Confluence Template:

Projektplan

Einflussnehmer Einflussnehmer @ enwdhnen

Genehmiger @ Genehmiger .
Mentions

Beitragende @ Beitragende

With @-mentions, you can
Fachkundiger @ Stakeholder directly add all team members

Zielsetzung Fassen Sie die Zielsetzung in 1 - 2 Sétzen zusammen, involvedin the project.

Falligkeitstermin Geben Sie ein, urm ein Datum hinzuzufligen
Wichtige Ergebnisse  Flhren Sie erwartete Ergebnisse und Erfolgskriterien auf.

Status NICHT BEGONMNEN / IN ARBEIT / ABGESCHLOSSEN

& Problemstellung

== Zeitleiste

Geben Sie /planner ein, um eine visuelle Roadmap zu erstellen, damit Ihr Team auf Kurs bleibt. Wenn Sie

Workflows oder Zeitangaben bearbeiten méchten, wéhlen Sie den folgenden Platzhalter aus und tippen auf

das Stiftsymbal.

B Roadmap Planner

2021 2022 Roadmap

Okt Mav Dez Jan Feb Mar
With a visual roadmap, you keep
Feature 3
- track of all tasks and always see

if you and your team are still on

= course.
:

-

3




06

Maximising the benefits of both tools

together

BONUS TIP
Easily Link Jira and Confluence

Once your team is familiar with Jira and Confluence documentation, linking both tools can

streamline your workflow.

You can easily share information without switching between different apps.
In Jira, you can directly embed Confluence pages, and in Confluence, you can directly

connect projects with Jira.

A particular advantage is that you can create tasks directly in Confluence that then appearin
Jira. This integration simplifies and enhances the agile workflow by quickly resolving issues.

Example: Jira Software Task

LinkedIn Awareness Campaign

@ Anhingen & Untergeordneten Vorgang hinzufiigen g2 Vorgang verlinken

Beschrelbung

Normaler Text v B I - A = E & B ®@ e a8 6 +-
m Abbrechen
Confluence-Seiten +
B Kampagnen-Planung &
In Confluence erstellen ~ Abbrechen
ﬂ Whiteboard DEMNACHST VERFIGBAR MNeueste zuerst 1T
B Datenbank  DEMNACHST VERFOGEAR

Expertentipp: Driscken Sie M, um e

Easily Integrate Confluence into Jira

Erste... »

m 4 PCtiongn 4

Felder mit Pins
anZupinnen.

Datails

Open your Jira task and link relevant Confluence pages with just one click.
- This allows all team members to quickly find the information they need without searching

for long.

You can also create a new Confluence page directly from your Jira task.

- This saves you time and ensures the information is correctly linked right away.

O B g X

ct Konfigurieran



Questions or Feedback?

Our team is happy to help you make your projects even clearer and implement a
smooth process.

Feel free to schedule a personal meeting.

Schedule a Meeting

Waddyslay Kelymbeovsley: po\ygran



https://meetings-eu1.hubspot.com/vladyslav-kalynkovskyi/free-consultation

