Guide

i
—
=
4
N
o
~
>
—
©
=
| -
o
@
L




Jira For Managers

Contents

OOOXX®

®
W
¢



Jira For Managers

Accessing and understanding trackers

We have created a handy video R L s
to watch to walk you through R R S R i s S o 00
the steps outlined in the M . et
contents =

Opening the video in Stream
means you can select chapters
on the right-hand side to bring
you to the content you require.

Alternatively, the following
slides detail the processes ste

by step.

 O@ ©




Jira For Managers

Accessing and understanding trackers

&

Issues v Boards v Zeplin

The first step is
to navigate to our
HC Project. Lick
Projects > Holiday
Change Control
UK

This will bring
you to all open
issues. This is
where you can
view all current

open tickets in
our Jira Project.

To access a ticket

J

or incident you
ust need to tick

the relevant HCU
number. You can
also refer to the

incident reference

on this page.

Key

ncident Number

HCU-43

1355449

1377738

1377932

1370523

1350842

1364119

Time to reselution

6d 23h

-Th 16m

-Th 10m

-Th B6m

-6h 56m

-6h 53m

-6h 44m

Reordering can
be achieved by
licking the

column you need,

such as SLA or
created date.

Status

IN PROGRESS
OPEN
OPEN
OPEN
OPEN
OPEN

OPEN

Summary

Change Request

Change Request

Change Request

Change Request

Change Request

Change Request

Change Request

Created 1

07/Feb/24

07/Feb/24

07/Feb/24

07/Feb/24

07/Feb/24

07/Feb/24

07/Feb/24

Reporter

e © © © © o o

Sub type of change Accomodation

Overbooking

Change Of Base Beoard

Aszets v

Summary

Sub type of change Cruise Sub typxh

Empty L

Timing/H

A\



Jira For Managers
Amending Filters

You can reorder your
columns by clicking the
3 dots on the right-

The queue columns
can then be dragged
to your preferred

Once you're happy
with the lay out click
hand corner and save.

selecting edit queue.




Jira For Managers

Accessing filters for reporting

Favourite Filters

vards v Projects v Issues v Boards v Zeplin Asssts v
Filters are issue searches that have been saved for re-use. This page shows you all your favourite filters.
Current search
Name Owner
Search for issues

“h Queues v * Accom Tracker 524 Chellsey Graham (Chellzey.Graham@tui.co.uk)

RECENT ISSUES
) ) | * Accom Tracker 525 Chellsey Graham (Chellsey.Graham@tui.co.uk)
Tim€ to resolution 4 HCU-80 Change Request >ummary
- - * Accom Tracke Chellsey Graham (Chellzey.Graham@tui.co.uk)
e Ty HCU-75 Change Request - _ Ran
2wbed © 7 ‘hange Requ

HCU-78 Change Request W Cruise Tracker 524 Chellsey Graham (Chellsey.Graham@tui.co.uk)
o) - a hange Red
M - HCU-79 Change Reques! = Cruise Tracker 52 hellsey Graham (Chellsey.Graham@tui.co.uk)
2wid ® CU-79 Change Request -N3nge Requ % Cruise Tracker 525 Chellsey Graham (Chellsey.Graham@ K)
HCL)-54 Chanae Re a5
(CU-54 Change Request W Cruise Tracker W2 Chellsey Graham (Chellsey.Graham@tui.co.uk)

wid © ‘hange Requ ou can now Select

maore.

mport lssues from C5V

TO access Our - ‘hange Requ your chosen W Errata Tracker 524 Chellsey Graham (Chellzey.Graham@tui.co.uk)
trackers all you
need to do is

wid @

W Errata Tracker 525 Chellsey Graham (Chellsey.Graham@tui.co.uk)

dashboard, similar to
our historic trackers

wid © FILTERS “hange .
fwtd W Errata Tracker

Chellsey Graham (Chellzey.Graham@tui.co.uk)
My open issues

CIiCk on — |SsueS wid © Reported by me
> Manage Filters

* Flight Tracker 524 Chellsey Graham (Chellsey.Graham@tui.co.uk)

Twid © Accom Tracker 524 i . * Flight Tracker 525 Chellsey Graham (Chellzey.Graham@tui.co.uk)
w © ‘hange Requ

Accom Tracker 525

* Flight Tracker W24-25 Chellsey Graham (Chellsey.Graham@tui.co.uk)

wid ® Accom Tracker W24-25 ‘hange Requ

Cruise Tracker 524

Cruise Tracker 525

Top Tip — Always
ensure you've clicked
the star beside your
favourite dashboard

Cruise Tracker W24-25 ‘hange Requ

Errata Tracker S24 ‘hange Ban

Errata Tracker 525

ad¥geh (& Errata Tracker V/ hange Requ
bt Tracer o to ensure they always
Flight Iracker 5.4 | .
°d 2 e hange Requ appear on the first
a5 © o e hange Requ page and are easier
to access. °
6 3h32m © OPEN Change Requ v
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Reading filters/trackers

We have selected
Accom Tracker S24 —
All incidents for Accom
and S24 are displayed.

Clicking the HCU
number will bring you
straight to the
incident.

This view is fully
customisable by
clicking columns and
editing what can be

You can click on
column titles to
change order, such as
created date or
priority.

Instructions for HC
and priority are also
displayed in this view.

By clicking on the
column headers, you
can amend the order.

Always ensure you click
save once amended.

HCU-8 Alloclion Char 01/Mar/24

« JAccom Tracker S24 [ave=s
Holiday Change Control UK » Al Standard
Chi Inci
28/Feb/24 52 OPEN Maj 1234,
27/Febj24  S2 TO START Mo 100
23/Feb/24 52 OPEN Mir 789456
: 14/Febj24  S2 TO START Mo 445
13/Febj24 52 OPEN Mo 789456
13/Feb/24 S24  COMPLETED M3 1234
07/Febj24  S2: TO START Minor 1234567
rra
a 25
o O7/Feb/24 52 open Moderate 1355449
B —

CU-65  Loss Of Board Upgrade

CU-65  Room Facility Change

HCU-50  Change Of Base Board

HCU-42  Change Of Base Board

03/Mar/24

28/Feb/24

23/Feb/24

01/Mayf24

14/Feb/24

14/Feb/24

01/May/24

05/May/24

10/Mar/f24

28/Feb/24

24/Feb/z4

31/0ct/24

14/Nov/24

05/Mar/24

31/May/24

24/0ct/24

< sh, & Exp £ Tools v
Columns o =
Pax affected Instructions for HC
100 A
altem

q
type 1BADA

500 TYBC
250 tntmntntkitiklsddd
3,500

200 amend to alt flight
same day

250 amend to alt flight
same day

700 Board will be

95 HE TO BE WITH
HB SUPP -




Jira For Managers

Amending and creating new filters

%4 saveas Detais W

© AuSandarabue e+ InProgres Open Complee ~  AsignesAl +[Gomamatas You can easily amend the layout of
. your trackers or create new trackers
P PO for a new season or requirements.
[ EECS A eI e CEZNCT When you're tracker is opened click on
save as and name your new tracker
for example S26. & Exporter v [ POF

TaRT Moderate 100 HEU-80  Early Closure - Building Work 28/Fe)

N Minor @ Savefilter

TART Moderate 4 K

=
P

N Moderate T

IPETED HCU-65 Room Facility Change 100
Once you've saved your new tracker 500
you can amend the filters by selecting
columns you prefer. You can also drag 250
the columns to your preferred —>
Sav Details W .
Accom Tracker S24 savess ails To T,
31/0ct/24 3,500
Holiday Change Control UK v All Standard Issue Types v n Progress
Season: 524 v 14/Nov/24 200
05/Mar/24 250

=5 Share fh Export v 3 Tools v

Columns

My Defaults

Restore Defaults
Attachments
Change Impact
Created

First affected date
First impacted date
ncident Number

nstructions for HC

amend to alt flight
same day

28/Feb/24

Once you're happy with your columns
you can also edit filters and select
different seasons etc. Once your
happy press save and your new

tracker is complete.




Heliday Change Control UK / HCU-80

Change Request

# Edit Q Adg/dbmment Assign  More v

v Detgjé
ipe:
Priority:
Labels:
Change Type (sghct):

Sub type of fMange
Accomggltion:

Seagfn:

Frand (select):
Change Impact:
Bookings Affected:
Pax affected:
Incident Number:
Root Cause:

multiple seasons
affected:

Weddings affected:
welfare bookings:

Is this recoverable Y/N:

<

Description
Click to add description

v Attachments

[E) Service Request
22 Priority 2

Mone
Accomodation

Early Closure - Building Work

524

TUI/FC
Moderate

100

500

100

Hotel - Supplisr
Mo

To Start ~

Resolution:

Unresolved

1) Drop files to attach, or browse.

Top Tip -
Always ensure
when you

change an area
on the form you
click the tick to
save your work

~ SlAs

2wsd (1)

~ People

Assignee:

Reporter:

Reg participants:

Organizations:
Groups: @
Votes:

Watchers:

<

Request type:
Customer status:

Channel:

= St

Time to resolution
within 2w &d

@ Unassigned

Assign to me

n Stuart McGregor @
None

MNone

None

(0 Start watching this issue

Service project request

) Change Request
To Start
Portal

View customer request &

v Dates
Created:
Updated:
First affected date:
Last affected date:

27/Feb/24 14:48
27/Feb/24 14:52
28/Feb/24
28/Feb/24



Holiday Change Control UK /' HCU-50

Change Request

Jira For Managers
Setting a ticket/incident status

O Add comment Assign  More v To Start ~
On Hold (o oL
Jetails Pending PBIDHG
=R Service Reguest
. . . n Progress IN PROGRESS
When a ticket/incident Once a TM picks up an 2 Priority 2 = =)
is _created the status incident/ticket the e None Completed
will always be set to status should be R _
open. changed to “To Start”. ge Type (sele Accomodation Handover done
pe of change Early Closure - Building Work
i To Start TO START
L LA LI
e3son 524 View workflow
and (selec TUISFC
ge Impac Moderate
“Handover Done” “In Progress” should be o .
should be selected by selected once an exec pookings Affected 100
a CCE when handing has picked up the ax affected: 500
over to a HCE. incident. | cident Number 100
oot Cause: Hotel - Supplier
ultiple seasons Mo
ected:
Veddings affected: fes
Once the incident has elfare booking Yes
been completed the s ecoverable Yes

“Completed” option
should be selected.

©

Jescription

Llick to add description

‘ttachments
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Adding HC UK form to a ticket/incident

Click on Holiday Change UK
Portal to view the form.

Further down the form you

will be able to view the
incident raised by the
change raiser.

This information cannot be
amended or updated,
however further down you
will have the option to add
comments to share with

the change raiser.

All details submitted in the
portal by the change raiser
will be visible.

The next step is fora HCE

or CCE to add their section

to the form. Click on “Add
Form”.

v Forms

Form Name*
E Holiday Change UK (Portal) VIEWING

Holiday Change UK (Portal)

Type of Change
Accomodation
Sub Type of Change

Early Closure - Buildings#ffork

Season

524 x

ncident Number

number

100

Viewing Form

Please enter the incident

# Reopen

f this ticket is linked please state the HCU number

100

External
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Adding HC UK form to a ticket/incident

~ Attachments

1 les to at b
Once you've selected “Add Form” F: " P
select “"Holiday Change UK Agents” to Once selected click "Add”. S
create the HCE/CCE form. i Form
Holiday Change UK t -
m Canc
Previewing Form
Cha
CCE/HCEs are now presented with Once all the relevant details have Type of file
options to complete which mirror our been completed — click “Submit” at .

historic trackers. the bottom of the form.

Click to add comment

The form can easily be edited by
selecting “Edit".
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History and comments for change raisers . . .. . ..

Stuart McGregor created issue - 27/Feb/24 14:48

r made changes - 27/Feb/24 14:48

Once completed if you scroll down, Here you can see what has been
you also have the option to view the changed, along with who has changed
history of the incident. the detail.

Stuart McGregor made changes - 27/Feb/24 14:52

When share with customer is selected Oviginal: OPEN [ 1]

Further down the form you have the these comments are shared with the 7

option to add comments. change raiser. They will also receive an
email notification.

egor made changes - 28/Feb/24 12:08

participants

Stuart McGregor made changes - 28/Feb/24 12:09

Hellg|

13 Text Comment internally  Cancel

e

Oldest first T

New: 100

New: TUI/FC [ 55828 ]

New: Moderate [ 56570 ]
New: Accomodation [ 55764 ]
New: 28/Feb/24

New: 100

Uico.uk [ 55945 ]

New: 500

New: Hotel - Supplier [ 56719

New: 524 [ 55925 ]

New: Early Closure - Building Work [ 56527 ]
New: Yes [
New: No [ 58601 ]

New: Yas [ 56604 ]

56602 ]

New: To Start [ 23900 ]

New: Chellsey Graham, Catherine McPhail [ IRAUSER71861,
JIRAUSER64628 1

New: Stuart McGregor [
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Completing a ticket/incidnet

Once the incident has been
completed — Select the “completed”
option and the following pop up box

appears.

If the incident has been completed by
HC leave the resolution as resolved
and add any relevant comments to

share with the change raiser.

If the incident is a NFA then change
resolution type to “No further action”.

Once you've selected your resolution
and added comments — select
“Completed”. Your incident is now
complete.

14

-

To Start v

Completed

»

Respond to customer  Internal comment
Your comment will be visible to customers. Embed attachments to make them visible to customers.
¥

Ticket Completed and all customers notified of incident.

v Dates

G} Drop files to attach, or browse. Created:

) Time to
within 2w
Stual
Stual
fticipants: Chel
Cath
ns: None
None
[}
0 Start
ject request
e C Chan
tatus: To Start
Portal

___ner request &

27/Feb/2
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How to report from Jira using filters & dashboards

e L ot T Gt e
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Reporting Subtype of Changes to the dashboard
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Reporting Carrier Changes
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Managing Filters In Jira




Jira For Managers
Top Tips When Using Jira

Changes raisers will be
called either “Reporter” or
"Customer” within Jira.

When creating your own
filters from our standard
templates, always “save as”
and name your new filter.
Please don't amend the
standard filters.

The main areas we will use
in Jira are — Dashboards,
Projects & Issues.

Any leavers or movers
must be advised to
business support for us to
update licences. Similar
when we have new starts.

Support drop in calls are

available daily to answer

any queries around any
aspects of Jira.
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