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Utilizing Jira for Lab Maintenance

Guide on using Jira for project management and to resupply consumables and other
necessary items.

Written By: Benjamin Randall Tebeest

Welcome to the Operations Portal

You're on the home page of the Terrapin Works operations portal. Here, you will find the tools we use every day to keep Terrapin Works
running smoothly.

Have a suggestion for the portal? Provide it here.

Link Directory Portal Applications
v PaperCut > New Request
Welcome back, Benjamin.
& Printing > Event Staffing
My Requests
Swipe access, onboarding, et N Communications > Software Licensing
B Administration > My Information
Information incomplete or missing? Update it here.

B Billing >
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Introduction

Jira is the software we use to keep track of projects, order new/replacement materials for the labs,
and post any issues that might arise. This could be anything from a printer needing maintenance to
resupplying filament we're short on. This guide will walk you through the process of posting new
issues and requesting lab materials using Jira.

This document was generated on 2023-08-03 06:56:02 PM (MST).
© 2023 dozuki.umd.edu/ Page 2 of 7



Utilizing Jira for Lab Maintenan... Guide ID: 958 - Release: v3.0 [major] 2023-08-01

Step 1 — Finding the site

‘Welcome to the Operations Portal

yTinke
WEIRKS Yaui're an the home page of the Terrapin Works aperations partal. Here, you willind the taols we use every day to keep Terrapin Works
running smoothly

Have a suggestion for the portal? Frovide it he

Have a suggestion for the portal? Provide it her
Link Directory Portal Applications
— Back New Request
Link Directory Portal Applications
@ lia
[y Papercut > New Request I I
rinting. vent Staffing
Confluence (Wiki)
£ Communications > Software Licensing x
Dozuki 5
| & oo 3| ¢ My Information
Information incemplete or missing? Update it here
i > §
£ Administration My Information
Information incomplete or missing? Update it here
B3 silling >

o The link to the Jira website can be found on the Terrapin Works staff portal at
https://portal.tw.umd.edu/ under the "Operations" tab.
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Step 2 — Navigating the home page

HH ‘:}‘ M{\ﬁ‘ﬁ_.‘}\“ﬁ Your work ~  Projects v Filters~ Dashboards~ Teams~ Plans~ A

Projects
Q All Jira products v All categories v
& MARAND

*  Name + Key Type

Your work r‘ 7814- Papercut Tracking UF7814 Team-managed business
n Adaptor Plate for Micropasitioner APFM Team-managed software
. AFL Team-managed software
m AFL Consumables Tracking ACT Team-managed business
BB 2L Procurement AP Team-managed business
RFL AFL Trainees AT Team-managed business
. AFL Training Revamp ATR Team-managed business
FA Analytical Balance Door (ABD) ABD Team-managed software
m Atlassian Migration MIGRATE Team-managed software

@ Once on the site, you will be able to see the various projects that are currently being worked on
along with any that are assigned to you.

Once you've used the site a bit, any recent projects/boards you've worked on will show up in this
area.

e To view all currently available projects/boards, click this tab.
e A dropdown will appear, where you will click "View all projects”.

e Forthe AFL, the most important project tabs will be:

e "AFL" which is the main issue board for the AFL, where you will post any emergent issues that
need to be taken care of. An example of this could be a printer needing maintenance/repair.

o "AFL Consumables Tracking" will be used to request regularly used consumables, such as
filament spools or resin bottles. There will be some automations in place already for things we
use regularly, but anything that slips through the cracks should be added here.

o "AFL Procurement" is is for anything else that may not be used on such a regular basis. This
could be something like a new belt for the Markforged printers or a replacement resin tank for
the Form 2's.
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Step 3 — AFL Procurement

e After clicking on the procurement
tab, you will be taken to this site.

@ This column is where you will see

Overviews % B AFL Procurement

N | new items that need to be ordered.
pvn.:; e a ms s < = = Group by Statu Mor
CJRr— om- N |[p— | gy " | @ The"Create" tab is used to add a
' i o new item to the list. When you click
S on it, you will be prompted to enter
the item name.
o A2 o
= @ Press enter once that is done,

then you can enter a short
summary of what the item is and
why it is needed. This is typically
all you need to do before
submitting the item.

The next column over displays
orders that are in progress.

Step 4 — AFL Consumables Tracking
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1= O Varvot Pt~ Hiens  Dutboade e May Ammt | oo

Overviews (< BAFLConsumablesTrackinq
Create an overvi iew Summary Board List Calendar Timelme Forms Pages lssues Reports  Apps v Markforged Onyx (Spools) SomelnUse v P Actions ~

o - @ avach Baddachidisue D Unkiswe v @ Signatres [ Add Checkist
rojecty Search board Q o & < Share T Filter = Group by: Stat

@ This follows a similar workflow to the procurement page. Many of the items we use often, like the
Onyx filament or isopropy! alcohol, will have automations set up with minimum and full stock
quantities.

o In this case, all you'll need to do is make sure the current stock accurately reflects what is in the
lab.

e To edit the quantities, first click on the consumable you want to adjust.
o Then, just change the quantity to match the actual amount in the lab.

e The items will automatically propagate from "Fully stocked" -> "Some in use" -> "Low stock" ->
"Order ASAP" depending on the quantity remaining.
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Step 5 — Adding Issues to the AFL Board

OO MABOLAND  Yowworkv Projectsv Fhev Dashboars Teanssv Plansv

P C OBOD v - oor (v (4| # &2 B B> B

B I~ Av EE #BGOBEOO + PR
on
¥ Mo ti
"
B <
Development s Create branch
. § Create

e This is where you will add issues that need to be resolved in the lab.

e Following a similar process to procurement and consumables, you can add new issues to the lab
board by clicking the create button.

Once you create the issue, you can add a description along with any pictures or files you think are
necessary.

@ This page is also where projects may be assigned to you by an FTE or other member of TW.
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