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CHAPTER 1

INTRODUCTION
TO WORK
MANAGEMENT

WHAT IS WORK MANAGEMENT?

From the outside, work management can seem
deceptively simple to execute as it’s all about
ensuring that teams get work done as efficiently
as possible, in a timely manner.

However, project managers know that the reality
of work management is

Work management requires you to keep vigil
over your teams and tasks constantly. It involves
delicately managing and balancing countless
aspects of work, from resource allocation to
strategic planning, stakeholder communication,
and even adapting your workflows to

unforeseen circumstances.

Often confused with project management -

an entirely separate process of its own - work
management is a much that
encompasses all things work-related whereas
project management is much more specialized,
focusing more on project planning, execution, and
reporting to complete a specific deliverable. In
other words,

How do you deal with sudden budgetary changes
and ensure smooth operations with tight finances?
Have you prepared for the scenario where your
teams may call in sick, impacting timelines? Have
you considered integrating new technologies to
optimize workflows? Are all your teams across
different departments communicating properly?

Questions like these only scratch the surface of
what work management entails.

However, what we're trying to get at is the fact
that work management is so much more than
completing tasks on time—it’s an entirely new
holistic approach to managing how work gets
done at your organization.

It ultimately strives to create an environment that
embraces



https://www.pmi.org/about/learn-about-pmi/what-is-project-management
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WHY CARE
ABOUT WORK
MANAGEMENT?

Work management is not just a mindset or a way of thinking about work.
It's an actual, tried-and-tested system that can provide a

. Let’s take a look at some of the most commonly
reported benefits:

2,

Increased Efficiency

Efficient and streamlined processes separate great organizations from mediocre

ones. By adopting work management best practices, organizations can ensure all
aspects of work, from prioritizing tasks to allocating resources, flow as smoothly

as possible with minimal bottlenecks and resource wastage.

This enables you to focus on on
unnecessary processes.
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Improved Collaboration

. Instead, it relies on
smooth-running teamwork and collaboration across countless teams
and departments.

With work management, your employees can more seamlessly share knowledge
and information, and communicate with fewer barriers, ensuring everyone is on
the right page toward success.
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Better Resource Allocation

Resources are always going to be scarce, no matter how large the organization is.
Part of managing work involves strategic resource allocation to ensure maximum
output with minimal waste.

, timelines, team capacities, and more,
decision-makers can ensure resources are sent to the right place and that teams
are perfectly utilized, without worrying about underutilization or overburdening
any team.
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Enhanced Visibility

Knowing what's going on in your organization at any given time - who's
working on what, when tasks need to be completed, and so on - is key to
informed decision-making and proactive issue resolution.

Well-implemented work management solutions

, empowering you to quickly take
corrective measures when needed, track necessary milestones, and ensure
your projects stay on the right course.

©

N

Superior Work Quality

Organizations can through improved
processes, streamlined workflows, and enhanced collaboration through a
complete work management system.

This allows them to better service their clients and build their reputation for
quality in their specific industries, giving them a competitive edge.

Now that we've covered the ins and outs of work management from a
high-level perspective, let’s take a closer look at some of the tools available.
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CHAPTER 2

THE ATLASSIAN
PRODUCT SUITE
AND WORK
MANAGEMENT

While we did emphasize that work management is indeed a
mindset, it's not just another abstract framework. There are
very real and very useful tools out there that thousands across
the globe have utilized.

One such provider of these work management tools is
Atlassian. Through the Atlassian Product Suite, they've

empowered organizations to bring out their true potential.



https://www.atlassian.com/software
https://www.atlassian.com/

JIRA
SOFTWARE

JIRA WORK
MANAGEMENT
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Now, let's delve into what comprises this suite:

Jira is a flexible issue-tracking tool that tailors to fit any software team
requirements, whether it's Scrum's sprints or Kanban's fluid flow. To
accommodate wider organizational agility, Atlassian has expanded the Jira
universe with a suite of applications designed to empower business teams
as well, such as Jira Work Management and Jira Product Discovery.

Jira Work Management  Your work

& The Next Big Thing &

Summary Board Calendar Timeline Forms Pages Reports
e + Email S y ne ! I F

All marketing Q G(v ?@ FER

# = Nam
New template illustration mai
Main v

Carry out us arch To DO

& The Next Big Thing

. . ome page design 1000
Email campaign Home page desig

1000
1000
Product design

1000

Marketing

® Infrastructure

Dealing with the day-to-day operational tasks that are required to keep an
organization running is already extremely tiring and convoluted. So why get
even more confused with all aspects of project tracking and management?
This is exactly what Jira Work Management aims to simplify by making it
easy for business teams to work together



https://www.atlassian.com/software/jira
https://www.atlassian.com/software/jira/work-management
https://www.atlassian.com/software/jira/work-management

JIRA
PRODUCT
DISCOVERY

CONFLUENCE
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Improve discoverability of configuration options

@ @ Pinned fields v
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Fields in this view v
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@ App-127  Improve page rendering time 1000

Jira Product Discovery is designed to assist product teams in collecting
and managing ideas, and fostering alignment among everyone involved.
The purpose is to facilitate a smooth transition from ideation to delivery

by enabling users to explore the next big ideas, validate requirements

and prioritize them, create shareable custom roadmaps, and integrate
seamlessly with Jira upon completion. This process paints a clear picture for
all stakeholders, illustrating how the idea evolved.
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New policies on remote work

@ Created by dennterEvans

© Updated April 16, 2020

Update: All US offices will be closed
indefinitely
@ Created by Jason Phan

navirus COVID-19 situation

around the globe, ade the decision to ask all
global staff to work from home, effective immediately. This.
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Team home
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© Updated March 19, 2020

Engineering Hiring 28

@ Created oy Caie Maynarg

jose Open
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© Updated July 22,2019

Benefits and Perks

@ Created by Ciaire Maynard

Benefits Paid Time Off We encourages employees 10 take
time away from work. Relax, recharge and take some time for
yourself and your family! We have two policies, depending

© Updated March 18, 2020

Intern, Engineering

@ Created by Ciare Maynarg

© Updated July 22, 2019

=

Documentation and knowledge sharing are cornerstones of any

organization, which is what Confluence sets out to facilitate. From content
creation to project planning, or even tracking tasks from Jira, Confluence is
an integral piece of the work management puzzle.
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JIRA SERVICE
MANAGEMENT

Welcome to the Service Center!

Featured
. Central Operations HR Services
4 Central Service Desk . P
This is the spot where Central e From benefits to payroll, here at
We're here for all of your P s payt
N WX Operations keeps your services HR Services, we have you
technology needs. covered

running smoothly.

Facilities Services Customer Service " :
; Mobile Operations
From parties to maintenance, ‘Thank you for being our customert
'S ‘ P 3 ¥ 9 Issues with the Mobile app? Send
Facilities Services has you Let us know how we can assist
them in here.

covered you today.

Legal Services Marketing Services Travel Services

re 3l thi

Jira Service Management is pretty straightforward: it facilitates seamless
service management across IT, Dev teams and other stakeholders, enabling
them to deliver quick solutions to avoid uninterrupted business processes.
With this ticketing tool, organizations can also manage, track, and resolve
product feedback, ensuring positive customer experience.

@ Atlassian makes work management all the more straightforward thanks to
their suite. Let’s now look at how they can be utilized for collaboration and

taken to the next level with external add-ons.
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CHAPTER 3

COLLABORATION
AND COORDINATION

When it comes to work management, without collaboration

and coordination, it is impossible to get work done in time.
From breaking down silos to ensuring that your teams have
the information they need to succeed, let’s now look at how
Atlassian products can enable this.
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https://kissflow.com/digital-workplace/collaboration/importance-of-collaboration-in-the-workplace/

UNDERSTAND
JIRA ISSUES
AND BACKLOG
MANAGEMENT

Excel-like Bulk Issue Editor

for Jira

Unlike many project tracking tools, Jira's greatest strength lies in its flexibility:
you can customize your project with any issue type following the standard
hierarchies. For instance, Epic represents the high-level work and then breaks
down into Stories or Sub-tasks, you can name your issue types in any way
that reflects your work. Each issue can be further configured with respective
fields - these are essential information about the task. The most important
fields include issue description, assignee, story points (for agile teams), and
schedule dates.

As a project lead, when managing Jira issues, you'll often deal with issue
creation, configuration, and updating issue fields. And it's a recurring process
known as backlog management. From the project view, you can edit the issue
fields, assign them to team members, and prioritize the work.
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That said, projects tend to get messy as they pile on, making backlog and
issue management feel like an entire job of its own, forcing you to edit and
manage hundreds of issues. Ricksoft's Excel-like Bulk Issue Editor for Jira

@ MelViong

makes this a far more efficient process.

With the power to copy, paste, and update thousands of issues in one fell
swoop along with Excel-like functionalities like sorting and filtering, bulk
issue editing your backlogs takes only a fraction of the time once required.

Moreover, to enhance the clarity of the Jira issue details, consider
complementing Jira with Excel-like Tables for Jira for more data-intensive
requirements. This tool allows you to add more context to your issues by

generating a datasheet similar to Excel directly into Jira. The table is visible to
all team members and can be further manipulated using Excel-like features.
This includes creating charts and shapes, as well as utilizing various formulas
for data analysis.
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Forget the hassle of
switching tabs to Excel.
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ON THE
SAME PAGE

Bird’'s eye overviews are
key to keeping tabs on all
aspects of your projects.
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In addition to managing tasks in a backlog view, Jira also provides a
comprehensive project overview through its Timeline feature that lays out
all ongoing work in a hierarchical order, allowing viewers to see deadlines,
start dates, milestones, project phases, and more with just a glance.

Next, you can view the issues in motion on a Kanban board. For each project
board, you can customize the columns, which indicate the issue statuses, as
well as the card information. When teams work on the issues, they can move
the card along the board toward completion to communicate the project
status in real-time.
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smooth experience.
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If your project runs on Jira Work Management, you'll have even more view
options such as list and calendar views. Business teams also enjoy the “Form”
feature for the work intake process, making it easier to review and add new

issues to the project board. That way, the project teams will have sufficient

information before executing the work. And the requesters will be on the

same page regarding the work status.

From making live edits and updates to seeing whos online and working on the
board, communication silos are broken and the risk of miscommunication is

minimized, all the more enhancing collaboration for everyone involved.
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TAILORED VIEWS
FOR CROSS-TEAM
COLLABORATION
AND FASTER
REPORTING

Create a board from
filter to track issues
from multiple projects

A board is not limited to a single project view. You can connect multiple project
teams through relevant board filters. This only applies to company-managed
project boards.

With Advanced issue search, i.e. Jira Query Language (JQL), you can pull issues
from different projects with specified criteria and save them into a board. Now
you have a multi-team collaboration view.
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To tailor the board to particular projects or stakeholders, simply add Quick

Filters to your board. That way, all team members can switch between views

easily depending on their needs. The common board filters include:

Add quick filters to
narrow down issue
views on your board

o Issues in active sprint
o Issues that are blocking progress
o Issues by assignees

Joe Lee / Multiple projects

Multiple projects

“ Q.O OOB Eplc ~

o<

Release v

Type v Quickfiters@) v Clearfilters

25 View settings
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WORK MANAGEMENT WITH ATLASSIAN: A COMPREHENSIVE GUIDE

N\ DLLAB;58, ceee o

T0 DO 1641290 IN PROGRESS 5/7 DONE 33

v Expedite (5 issues)

Kanban cards represent work items >> Click the
"MIGK-1" link at the top of this card to show the
Detail view - there's more on Kanban in the...

MIGRATE KANBAN

@ LAB-65 PTTTPS

Kanban boards are often divided into streams of
work, aka Swimlanes. By default, Kanban boards
include an "Expedite” swimlane for items marked...

MIGRATE KANBAN

LAB-64

Filters at the top of the board allow you to quickly
cut down the shown items >> Try clicking the
“Recently Updated" to hide work items not update...




Now, take it to the next level by incorporating our app Excel-like Bulk Issue

Editor mentioned above. You can manage JQL-based issues exactly the
same as single backlog management. It's especially useful for reporting
on additional project performance that’s not available natively. Using the
app, you can customize issue reports by adding more fields (columns) and
creating conditional formatting for enhanced data visualization.
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Beyond project visualization, it's also important to configure appropriate issue
details view when coordinating project execution across different teams.

For instance, the recruitment project team needs to communicate the hiring
process with specific hiring managers in Jira. However, they need to restrict
certain issue information like candidate profile and salary to only relevant
users. While Jira allows permission control through issue security settings,
it's not possible to configure field-level security.

This is where Secure Custom Fields for Jira comes in. With this app, you can

add more granular security permissions to custom fields. Only authorized
users can access or edit the fields, making it easy to manage issues with
sensitive data such as customer information, employee details, and
financial records.
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Protect sensitive information
on Jira issue using Secure
Custom Fields for Jira
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Updated 21 hours ago

Now that we've covered the ins and outs of work management from a
high-level perspective, let’s take a closer look at some of the tools available.
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CHAPTER 4

KNOWLEDGE
SHARING

Recording, sharing, and organizing knowledge form
Without the right
knowledge, dealing with tasks becomes challenging, as finding

the necessary documentation can be time-consuming.

This is especially true when you have to navigate through
dozens of sources to locate the information you need.
Moreover, the inability to share and disseminate knowledge
across teams can have a detrimental impact on overall collective
productivity, resulting in decreased efficiency. Confluence is
designed to put an end to inefficient knowledge management,

which we’ll dive into next.




CENTRALIZED
KNOWLEDGE
HUBS

Atlassian’s Confluence is a powerful tool that can serve as the centralized hub
for all things content management and knowledge sharing, from meeting
notes to project plans and technical documentation, for entire organizations
no matter the size.

For starters, you have a number of space templates for different content
needs. Make use of the space categories to organize your teams on
Confluence. You can also encourage appropriate use of personal spaces
where users can update content more freely without affecting organizational
knowledge spaces.

Create a new space

Choose a template to get started quickly. Learn more

o
a8

a @
[ J— g @
| [ eorserssoce

B Froiect management
i \/

Personal space

B Frosctmansoomen Cret, o, and cuat ok befr oy

B o

@ soetes

Create privately
Get

@ N

Having dedicated spaces for teams and projects helps everyone navigate and
find relevant information more efficiently. You can also establish a collection
of pages across spaces by linking content together or embedding content
from other pages in a single place.

For example, if your team manages client projects in separate spaces, you
can have a centralized space with links to all project spaces. This is where
you create and distribute shared practices or important documents, with
a directory of all projects for quick search.
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Project Team

© Welcome to Project Home!

About

Project team directories and shared knowledge

+
+

/\ ]
Onboarding FAQs Meeting notes Team goals
Add resources for new hires Add links to meeting notes List them here
Projects list
Acategory is used to group together a st of spaces.You can display a category's spaces by selecting a category from below:
View Spaces with Category: | Project-management v
® Apolo Project S+
® Saturn Project O+

Create a centralized
knowledge hub for relevant
teams and organize spaces by
categories for easy navigation

Meet the team

Add team members to your space.

In case you want to broadcast important information across relevant
spaces, take advantage of the app Space Sync for Confluence to automate
the distribution processes. There's no need to manually copy the page in
every space, simply sync the content and you can cross-publish a single
page to any location, including external Confluence sites.

Product Roadmap

Owned by Space Sync for Confluence «+
40 minutes ago + 1 min read -Page sync status

Space Status Version

o TEAM A NOT SYNC - m
Service Team ExT NOT SYNC -
& Project information I m—

Automatically distribute and
sync pages across multiple
spaces, including external
Confluence sites

Taking our sample project space structure above, you may also collaborate
with external clients on their Confluence sites. Instead of creating the
same project documents in several spaces and struggling to keep them
updated at once, by using the Space Sync app, you only have to maintain
the page on your site and sync it to the client’s site, all changes will be
synced automatically!
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Another commonly encountered problem is when dealing with countless
pages spread across countless spaces. Pages Manager for Confluence

makes this a simple affair, allowing you to easily upkeep your Confluence
instances by enabling bulk editing of pages, structuring hierarchies with
an intuitive drag-and-drop function, and performing bulk actions such as
copying, archiving, deleting, moving, and more.
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This all comes together to ensure your spaces remain relevant, updated, and
optimized for efficient collaboration.
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CREATE ENGAGING
CONTENT WITH
CONFLUENCE
EDITOR

With collaborative real-time editing that allows multiple users to work
simultaneously on the same document, Confluence is the go-to platform

for content creation. Plus, with its powerful editor, you can format your page
in many ways using “macros”, which are content elements like images, lists,
and highlighted quotes, as well as dynamic content like live search and

user profiles.

Report Campaign
. Owned by Ryan Tan Jit Ming =+
ast updated: just a moment ago + 2 minread « L= Analytics +/\ Content Report
Strategy Preview 2024 Q1
Target Release Date 2024 Q2
Why?

This strategy aims to support the release of the report "Navigating Marketing Challenges and Creating
Demand in 2023: Top Insights from 10 CMOs" by providing complementary blog posts that extend the
report's value by diving into relevant points with greater depth.

@ Strategic Goals & Objectives

« Educate target audiences with valuable, actionable insights based on extensive research and
experience.

« Engage discussions amongst the B2B marketing community by providing thought-provoking pieces
that stimulate debate.

« Establish Brighttail as a credible thought leader in the B2B marketing space.

m Deliverables

« 4xBlog Posts

¢ Target Audience

This campaign intends to target the following audiences:

« Marketing Professionals

“ Content Strategy

Relevance [ Key Message Topic + Scope CTA

No more jumping back and forth from external word processing software,
you can collaborate on any content type within Confluence, even Excel
spreadsheets. While you can use the table macro, it often falls short in terms
of features like data manipulation capabilities.

Excel-like Tables for Confluence solves this issue. Providing the whole

Excel experience within Confluence's doorstep, users will be able to create
tables for all their needs. Charts, shapes, pivot tables, operations bars, and
a whole arsenal of formulas and templates can also be leveraged without
ever needing to leave your Confluence editor. You can even convert static
Confluence tables into Excel-like tables using this app. It's great for creating
financial reports or tracking inventories.
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The best part is that you can seamlessly integrate Confluence and Jira for
a more holistic work management experience. This allows instant connection
between Jira projects and dedicated project spaces, or creating Jira issues
directly from Confluence. It's hard to imagine a work environment that
doesn't leverage Confluence.

coN Flu ENCE While managing knowledge hubs is a key use case for Confluence, it's

important to remember that it's also used just as much for planning and

PLANNING collaborating on projects.
PROWESS

Extend Confluence for
comprehensive project
management and collaboration

As mentioned above, Confluence offers a host of page elements for building
an engaging page. This includes project management functions like tasks
(to-do list), roadmap, and embedded Jira issues.
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These macros are great for communicating simple project plans. For
more complex project requirements, you can count on Gantt Chart Planner
for Confluence!

With extensive MS Project-like features like dependencies tracking,

critical path view, and even capacity planning, you can extend Confluence
for end-to-end project collaboration. The app makes scheduling tasks

a breeze with its resource management and advanced auto-scheduling
feature. Not just for internal planning, you can share your project timeline
with all stakeholders with customizable views for accurate project updates.

You'll also enjoy the full Jira integration as native Confluence, bridging the
collaboration silos between Jira teams and Confluence teams.

In our next chapter, we'll examine an exciting area of work
management: automation.
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CHAPTER 5

AUTOMATION

Eliminating manual tasks that could otherwise be automated
is a must-do for any work management environment. One

of the biggest time-sinks for any organization is repetitive,
monotonous tasks that often take a toll on overall productivity,

sucking up valuable resources that could be spent elsewhere.

Thankfully for us, automation happens to be one of
Atlassian’s strong points.
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Confluence provides a range of automation features within its Automation

Library. These features are easy to implement, thanks to the availability of

various templates and a low-code/no-code rule builder capable of handling
tasks ranging from content creation to automatic progress updates.

The extensive documentation available
All that said, unfortunately, access to all these features is
limited to Premium users.

Alternatively, if you do not want to upgrade your current Confluence subscription,
you could consider using Space Sync for Confluence as that can be used to

automate content distribution and maintenance. Likewise, Pages Manager for

Confluence can be used to replace Premium Confluence's features such as bulk
page management across spaces.
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AUTOMATION
IN JIRA

its no-code rule builder.

Automation in Jira, unlike Confluence, is available to all Jira Cloud users through

Automation in Jira is
headache-free thanks to its
no-code builder!

Automation

® Rule details

» When: New trigger

Select an event or schedule.

» New trigger

Triggers start the execution of a rule. Triggers can listen for events or be scheduled to run.

All triggers v | Start typing to filter components

Recommended

3

Field value changed
Rule is run when an issue's field
value changes. POPULAR

Issue created
Rule is run when an issue is
created. POPULAR

Issue triggers

3

@

Field value changed
Rule is run when an issue's field
value changes.

Issue commented
Rule is run when a new
comment is added to an issue.

Issue deleted
Rule is run when an issue is
deleted.

Issue linked
Rule executes when an issue is
linked to another issue.

it

Issue commented

Rule is run when a new

comment is added to an issue.
POPULAR

Issue transitioned

Rule is run when an issue is
transitioned through its
workflow. POPULAR

Issue assigned
Rule is run when an issue is
assigned to a user.

Issue created
Rule is run when an issue is
created.

Issue link deleted
Rule executes when an issue is
unlinked from another issue.

Issue moved
Rule executes when an issue is
moved to a project.

The rules you can set up are extremely flexible and can be adapted to several

custom use cases, such as making it so that when fixes are implemented,
relevant issues are closed, and notifications are sent. You can learn more
about how to do this here.
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CONCLUSION

As we conclude this e-book, we truly hope that we’ve not just simply
emphasized the significance of work management. Instead, we want you to
walk away with the ability to reconsider your approach to work management
and implement some of our insights into your daily practices.

Work management is not a one-off endeavor; it's a skill that requires a
lifetime to master. But know that you are not alone and there are resources

to help you improve.

To enhance your journey along this path, why not consider incorporating

our solutions into your organization?

Check out Ricksoft’s Atlassian Marketplace Listing

( Request Demo >
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