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How to configure JIRA tool? 

STEP 1: 

Open any browser [Google Chrome, Mozilla or Internet Explorer] 

Step 2: 

Enter URL: - https://www.atlassian.com 

 

 

Step 2: 

Click on Products dropdown list. 
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Step 3: 

Click on JIRA Software [Project and issue tracking] 

 

Step 4: 

Click on get it free. 
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Step 5: 

Click on Next 

 

 

Step 6: 

Click on Continue with Google. 
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Step 7: 

Enter your Email ID and click on Next. 

 

 

Step 8: 

Enter your password and click on Next. 
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Step 9: 

Enter your JIRA site Name so further you can access it and click on Agree. 

NOTE: Name of your site must be 3 or more lowercase letters and/or numbers. Hyphens are ok if 

they’re in the middle 

If site name is as per JIRA criteria and if it is unique, System will show green Tick mark (✔) otherwise 

we have enter different site Name. 

 

Step 10: 

Wait for few minutes to complete configuration setup. 



JIRA TUTORIAL 2022 

 

7  

 

 

Step 11: 

Click on Skip 

 

Step 12: 

Here you can provide access of your JIRA Site to other team member, simply you have to mention 

Mail ID’s of those members or you can do it latter also and click on Continue. 

NOTE: Free trial version →10 Members can access a JIRA Site for 15/30 Days. 
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Step 13: 

Click on Skip 

 

Step 14: 

Click on Scrum 
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Step 15: 

Click on Use template Button. 

 

 

Step 16: 
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Click on Select a team-managed project. 

 

 

 

Step 17: 

Add your project Name, Key and click on create project. 

NOTE: Key is one type of prefix which is used to identify each and every Issue in a Project. 

• Issue Types in JIRA Tool:- Epic, User Story, Task, Bug etc. 
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Step 18: 

Now you can see the Dash Board of your JIRA Tool. 

 

How to use JIRA tool? 

1. How to create project in JIRA tool. 

• Go to projects menu 

• Click on create project 
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Click on Scrum 

 

 

 

• Click on Use template 

 

 

 

• Click on Select a team-managed project. 
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• Enter Project Name, Key and click on create project button. 

 

 

 

• Now you can see the project dashboard 
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1. How to create Epic? 

Select the project first 

Click on Roadmap, once you click on Roadmap you will get new screen like, 
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Click on Create Epic. 

 

 

Now you have to click on TEXT BOX [What needs to be done?] and enter Epic name and press 

Enter Key. 

 

 

Now you will see Created Epic like, 
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2. How to create user story under Epic? 

Click on [+] sign of Epic 

Enter user story name in TEXT BOX [What needs to be done?] and press Enter Key. 

Once user story gets created now, you can add fields like Description, Priority, Story points for 

that user story. 
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To add Description, Priority, Story points and Assignee to user story simply, right click on 

particular user story [VG-13 Registration]. 

Select option like, open link in new tab. 

Now you will get inter face like, 

 

 

Now you can see all Epics and User stories in Product backlog, by clicking on BACKLOG option 
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3. How to Create SPRINT and How to pull user stories from PRODUCT BACKLOG to 

SPRINT BACKLOG? 

• Go to Backlog 

• Click on create sprint 
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• Now you have to DRAG and DROP user stories from PRODUCT BACKLOG to SPRINT BACKLOG 

• In given screen shot I have pull 3 user stories from PRODUCT BACKLOG and put into SPRINT 

BACKLOG 

NOTE: You should pull only those user stories which are at top of PORDUCT BACKLOG and it has 

RATINGS [Story points] 

This indicated that we have groom or refine that user stories in PRODUCT BACKLOG REFINMENT 

MEETING. 

 

4. How to start sprint? 

• Click on Start Sprint button and you will get new window like, 

• Click on dropdown list Duration, you will get various option like, 1 week, 2 weeks, 2 weeks, 2 

weeks and custom. 

• Select any one of the above and also you can add sprint goal. 

• Click on Start button and your sprint gets started. 

NOTE: Your sprint duration in AGILE METHDOLOGY is compulsory between 1 week to 4 week. 
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• Once you click on Start your sprint gets started along with 2 weeks of time. 

Now you can see all the activities in sprint: 

• How many days are remains to complete sprint. 

• How many issues are there in TO DO, IN PROGRESS and DONE. 

 

❖ TO DO: Work not started on user story 

❖ IN PROGRESS: Working on user story 

❖ DONE: Story is completed 
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➢ If are working on user story then its status change from TO DO to IN PROGRESS.We have to 

DRAG and DROP such user story into IN PROGRESS. 
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➢ Now, the particular user story gets completed then we will change its status from IN 

PROGRESS to DONE and similarly DRAG and DROP such user story from IN PROGRESS to 

DONE. 
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➢ Same process we will do for rest of the user stories and its status will gets changed from TO 

DO or IN PROGRESS to DONE 

 

 

➢ Once all the user stories gets completed, simply you have to click on Complete sprint button 

and you will get congratulations popup window which means you have completed your 

SPRINT. 

  

 

➢ Now you can check PRODUCT BACKLOG, 



JIRA TUTORIAL 2022 

 

24  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. How to see issues types and how to add Priority feature for user story? 
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➢ Click on Board and then select option like Configure board 

 

 

➢ New window will appear where you will get one option like Issue Types click on same. 

 

 

 

 

➢ Once you click Issue types you will get interface like, 

➢ Simply, DRAG Priority field and DROP above Assignee field and save changes. 
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RESULT: 

 

 

 

 

6. How to confirm Priority field is added for story or not? 
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Click on Create button and you will see Priority field. 

 

 

 

 

 

 

 

7. How to enable Report Option in JIRA tool? 



JIRA TUTORIAL 2022 

 

28  

 

Team-managed JIRA Software projects contain the following reports:  
• The burnup report tracks how your team did when comparing the work completed in a sprint with 

the work you planned to complete. It requires the Sprints feature to be enabled. Learn more about 
the burn up report. 

• The cumulative flow diagram helps you identify bottlenecks in your project’s work by showing how 
long issues stayed in each of your statuses. Learn more about the cumulative flow diagram. 

• The velocity report breaks down how much work your team was able to complete over a period of 
time to help you plan your next sprint. It requires the Sprints feature to be enabled. Learn more 
about the velocity report. 

• The sprint burndown chart shows how much work has been completed in a sprint against what’s 
remaining. It can help you predict and avoid scope creep. It requires the Sprints feature to be 
enabled. Learn more about the sprint burndown chart. 
 

• Click on Board and then select option like Configure board 
 

 

 

 

 

 

 

 

 

 

➢ Once you click on Configure board, a new screen will appear where you will see one option 

like, Features, Reports. 
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➢ Enable the toggle key of Reports. 

➢ Once you enable Reports toggle key you will get Reports option on your Dashboard/Home 

screen of JIRA tool. 

 

 

➢ Updated Dashboard of JIRA tool: 
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Poker planning 

 

 

 

Pre – requisite for poker planning estimation technique to be started: 

1.creat new project. 

2. invite team members and create your project team. 

3.creat user story/epic. 

After all the pre-requisite is ready, we can begin with poker planning estimation technique. 

 

 

 

 

 

Go to: Apps section. 

 

 

 

 

 

 

In app section go to “explore more apps” section and search for “planning poker”. 
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Select planning poker. 

 

 

 

 

Now again go to apps section here you can see poker planning is added to our Jira 

Board. 
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From here only select poker planning. 

 

 

 

After hitting Planning poker, we come across this type of interface. 

 

 

 

Here select “new game”. 
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Select the options as mentioned below. 

 

 

 

Now hit “next: backlog configuration”. 
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Now select story which has to be estimated. 

For example, we have selected “SMS-19”. 

Now hit “next: start game”. 
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Now, see here in this case as I have started the poker game, I am visible in 

participant. But in real scenario scrum master will invite members to participate. 

 

 

So, we will invite other members to participate in this poker planning estimation game 

by doing following steps: 

1. Select “peoples”. 

 

 

 

 

 

2. Type your team member in search field. 
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In this case I invited “Jyoti“and requested to join poker planning estimation game. 

Likewise, we can invite other team members to participate in poker planning 

estimation game. 

 

 

 

 

 

Now here showing participants as highlighted. 
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Here there are three participants participating in poker planning estimation game. 

 

 

Now select the story form Backlog which has to be estimated in poker planning 

estimation game. 

For example, we have selected SMS-19. 
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Now hit “Estimate now”. 

 

 

 

 

After hitting “Estimate now” we can see this type of interface. 

In this hit “Open cards”. 
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As long as we start game, we get this type of interface where every team member 

chooses one card and give their ratings. 

 

 

 

 

Here it is short video explaining poker planning estimation game. 

https://planningpokeronline.com/static/planning-poker-voting-

5922e842986b1c8f927b6b1e1c217174.webm 

 

 

After hitting poker card there is 45 seconds timer will run (we have to give points in 

that 45 second only) and after that all points of member is shown as mention below picture. 
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Since in this case all points of each member are varying, so the host that is scrum 

master will enquire about ratings and will allow members to replay poker planning 

estimation game after discussion of points. So that after at last step all the points given by 

each member should be same. 

 

 

 

Here team members “replay” poker planning estimation game after discussion on 

points. 

Here in this case one of team members changed estimate points to “8” in second 

round, by agreeing one of team members explanation over his reason for rating 8 points. 
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But since there is no common points so after further discussion on ratings we 

“replay” again and we got common story points. 

we have got common story points. So we can proceed with “save estimation”. 

 

 

 

 

After hitting “save estimation” we get below mention type of interface where we get 

estimated points. 
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Now in “Backlog” we can see that story is rated with 8 points. 

 

 

 

 

 

 

 

 

Here is link for more understanding: 

https://youtu.be/TxSzo3lwwWQ 
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