
Building a view in JIRA 

Creating a Filter 

1. To begin building a filter, use your mouse to hover over the Issues link in the upper navigation. Click 
on Search for issues. This will provide you with the entire database of tasks, stories, etc. in JIRA.  This is 
where you’ll begin to filter down to the results that you want to see. 

 

Note:  If you are unable to filter a project, it is possible that you are not assigned to it. If this is the case, 
you will need to get permissions to access that project. Then, you’ll be able to create a filter for it. 

2.  Once all issues have populated, you can begin to filter the data selecting the New filter button in the 
left navigation bar. 

 



 

 

Once this button is clicked, a set of options will appear above the data.  This is where you can 
manipulate the data to meet your needs.  See the diagram below: 

 

  

By selecting specific criteria, you can tell if you’re performing the task correctly when you see the 
number of records decrease on the far right. See below: 

 

 



 

Before filtering: 

 

 

 
After filtering:  

 

 

 
Saving the filter 

3. Once you have built your filter, you should save it so that it can accessed easily afterwards. Click the 
Save as button next to the Search header. 

 

 

This should open up a popup window, which will allow you to save your filter setting as well as make the 
filter private.   

Note:  By default, filters are public. Click the button to make the filter setting private. 

# of results: 571 

# of results: 6 



 

Be sure to give your filter a name that you can easily remember.  Make a note of the name that you use 
to save the filter because you’ll need it for the next step.  Once that’s done, click Submit when finished. 

 

Adding your saved filter to a Kanban Board 

Once you’ve successfully performed your search, it can then be saved to a Kanban board so that all of 
the team can view it. 

3. Select Boards > View All Boards in the top navigation.  
 

 

This will result in a display of all boards that have been created in JIRA. 

Creating a board 

4. Select the Create board button in the far right hand corner.  



 

 

 
A popup will appear. It allows you to create either a Scrum board or a Kanban board. For this exercise, 
we want to create a Kanban board. Select this link in the popup box.  

 

 

Another popup box will appear.  With this, you are able to select which type of board you want to 
create. Because we will be using the filter created in Step 2, select the Board from an existing Saved 
Filter option. Select Next. 

 

 

Naming the board 

The next step is to name your board.  Make sure that the name is one that is you can easily remember 
so that when it’s shared, it is memorable to the team as well. This is a required step to continue. 



Entering a Saved Filter 

Once you’ve given your board a name, it’s time to select the Filter from which the board will display 
data.  

1. Begin by typing the name of the filter in the saved filter box.  Data that fits the criteria will 
automatically display. See diagram below: 

 

2. Select the Filter you saved. This will populate additional data, such as how the board will be 
shared and the owner. 

 

 
 

5.  Select Create Board.  This adds your new board to all other boards. JIRA will then automatically 
redirect you to your new board. 

 



Filtering the Filter: Creating a Quick Filter 

6.  To share your filter with the team, click on the Issues link in the upper navigation.  This link should 
have a list of the most recent filters that you have created.  Select the filter you want to share. 

Sharing your filter with the team 

7.  To share your filter with the team, click on the Issues link in the upper navigation.  This link should 
have a list of the most recent filters that you have created.  Select the filter you want to share. 

 

 

8. In the far right-corner, click the Share button.  This opens a pop-up box that provides you with a link 
to the filter. It also provides you the option to forward to another person that is a user. You can enter as 
many users as needed. 



 

9. Click Share.  The link is forwarded to all the users you listed. 

 

Sharing your Kanban board with the team 

10. Copy and the link in the address bar and use Outlook to forward the board to the intended 
recipients. 

 


