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Introduction: The Art and Science of Bug
Reporting

Bug reporting is one of the most critical skills in software testing, yet it's often
underestimated. A well-written bug report can save hours of development
time and lead to quick resolution, while a poorly written one can waste
resources and frustrate team members. This comprehensive guide will teach

you everything you need to know about professional bug management.

Why Bug Reporting Mastery Matters

Cross-Functional Efficiency: Clear, detailed bug reports help accruate

triage, proper prioritization, and decreased resolution time.

Team Communication: Bug reports serve as communication tools between

QA, development, and product teams.

Quality Tracking: Bug databases provide valuable data about product

quality and team performance.

Customer Impact: Effective bug management directly impacts the user

experience and product reliability.

The Complete Bug Management Process

This guide covers the entire bug management lifecycle:

» Detection and Analysis: Recognizing and understanding issues

« Documentation: Creating clear, actionable bug reports



o« Communication: Working with teams to prioritize and resolve issues
« Verification: Confirming that fixes work correctly

» Process Improvement: Learning from bugs to prevent future issues

Your Path to Bug Reporting Excellence

By mastering the concepts in this guide, you'll become the QA professional
that developers love to work with - someone who provides clear, actionable
information that leads to quick problem resolution and improved product

quality.

The 10 Critical Elements of a Bug Report

Every professional bug report must include these ten essential elements.
Missing any of these components can significantly reduce the effectiveness

of your bug report.

Element #1: Brief Description (Summary)

Purpose: Provides a quick overview that allows anyone to understand the

issue at a glance.
Best Practices:

o Keep it concise but descriptive (typically 5-10 words)
e Include the affected feature or component

o Indicate the type of issue (crash, incorrect behavior, Ul problem, etc.)



e Use consistent terminology across your team
Examples:

Good: "Login button unresponsive on mobile Safari"

Good: "Search results show incorrect product prices"

X Poor: "Button doesn't work"

X Poor: "There's a problem with the search"

Template: "[Component/Feature] [Action] [Unexpected Result] [Context]

Element #2: Expanded Description

Purpose: Provides detailed context about the issue, including business

impact and user experience implications.

What to Include:

Detailed explanation of what's happening

Impact on user experience

Business consequences if applicable

Any relevant background information

Relationship to other features or issues

Structure:

1. What happens: Describe the current behavior
2. Why it matters: Explain the impact

3. Context: Provide relevant background information



Example:

The login button becomes unresponsive after users enter their credential

Element #3: Reproducibility

Purpose: Indicates how consistently the issue occurs and under what

conditions.

Reproducibility Levels:

Always: Issue occurs 100% of the time under specified conditions

o Intermittent: Issue occurs intermittently (specify frequency if known)
e Once: Issue occurred only once and could not be reproduced

e Unknown: Reproducibility hasn't been determined yet (this is
placeholder only - figure it out and update ASAP)

Additional Information:

» Conditions that affect reproducibility
e Environmental factors that influence the issue

e User actions that trigger or prevent the issue

Example:

Reproducibility: Always
Conditions: Occurs on all mobile Safari browsers (tested on i0S 14-16)

Frequency: 100% when using portrait orientation, 0% in landscape mode



Element #4: Steps to Reproduce

Purpose: Provides exact instructions that allow anyone to recreate the issue.

Best Practices:

Write clear, numbered steps

Include all necessary setup or preconditions that must be true before

testing starts - this goes at beginning of steps to reproduce
Be specific about user actions (click, tap, type, etc.)
Include timing if relevant (wait times, delays)

Specify exact data or inputs used

Template:

Prerequisites: [Any setup required]

Steps:

1.

2
3.
4

[First action]
. [Second action]
[Continue with specific steps]

. [Final action that triggers the issue]

Example:



Prerequisites: User must have a valid account and be logged out
Steps:

. Navigate to www.example.com on mobile Safari

. Tap the "Login" button in the top right corner

. Enter valid email address in the email field

1
2
3
4. Enter correct password in the password field
5. Tap the "Sign In" button

6

. Observe that the button becomes grayed out but login does not proceed

Element #5: Actual Result

Purpose: Documents exactly what happens when the issue occurs.

Special Note The Actual Result should always be placed immedately after
the Steps to Reproduce. Why? Because you have just led the reader on a
specific path to witness a specific event. As soon as they reach the end of
the Steps to Reproduce, they should witness the event. The the bug you
are writing, it is critical for the human mind following your story to see that
desdription of the behavior as it is occurring. this makes everything
smoother. If you doubt this, experiment. Write the Steps, then explain what
should happen (while the user does not witness it), and then end with what
should have happened. It might seem logical, but that is not how story
narratives flow when you are taking the reader on a specific thought path.
Please keep these elements in the most effective and efficient order. -- End

of rant. Thank you --
What to Include:

o Precise description of the observed behavior

e Error messages (exact text)



Visual changes or lack thereof
System responses or lack of response

Any side effects or secondary issues

Be Specific:

Use exact quotes for error messages
Describe visual elements precisely
Include timing information when relevant

Note any partial functionality

Example:

Actual Result:

The "Sign In" button changes from blue to gray
No loading indicator appears

User remains on the login page

No error message is displayed

Browser console shows JavaScript error: "Cannot read property 'submit'

Element #6: Expected Result

Purpose: Clearly states what should happen according to requirements or

normal user expectations.

Sources for Expected Behavior:

Product requirements, stories, specifications, or other agreed

acceptance criteria



Design mockups or prototypes

Similar functionality elsewhere in the application

Industry standards or user expectations

Previous working versions

Best Practices:

o Be specific about the expected behavior
o Reference requirements or specifications when possible
o Consider the complete user workflow

e Include expected timing or performance characteristics

Example:

Expected Result:

- The "Sign In" button should show a loading spinner

User should be redirected to their dashboard within 2-3 seconds

- If login fails, an appropriate error message should be displayed

Successful login should be logged in analytics

Element #7: Severity

Purpose: Indicates the impact of the issue on the product and users.

Note: Although many teams have moved away from including Severity, it is
still powerful to understand. An issue's Priority is a business assessment
whereas Severity is an impact assessment. This is most often most

accurately stated by the daily users (QA testers) of the application under test.



Know this information for use in prioritization discussions and metrics - it is

key to the data you will use to show your work.

Severity Levels:

Critical (S1):

System crashes or becomes completely unusable

Data loss or corruption

Security vulnerabilities

Complete feature failure for core functionality

High (S2):

Major feature doesn't work as intended

Significant impact on user experience

Workaround exists but is difficult or unintuitive

Affects large number of users

Medium (S3):

Minor feature issues

Cosmetic problems that affect usability

Easy workaround available

Affects moderate number of users

Low (S4):

o Cosmetic issues with minimal impact



e Enhancement requests
e Issues in rarely used features

o Affects small number of users

Element #8: Priority

Purpose: Indicates how quickly the issue should be addressed based on

business needs.
Priority Levels:
P1 (Immediate):

o Blocks release or critical business functions
e Must be fixed before any other work

e Requires immediate attention
P2 (High):

o Should be fixed in current sprint/iteration
e Important for user experience

» Significant business impact
P3 (Medium):

e Should be fixed in next release
e Moderate impact on users or business

e Can be scheduled with other work

P4 (Low):



e Fix when time permits
e Minimal impact

e Enhancement or nice-to-have

Priority vs. Severity:

o High severity doesn't always mean high priority
e Business context determines priority

o Consider user impact, business goals, and resource availability

Element #9: Status

Purpose: Tracks the current state of the bug throughout its lifecycle.

Common Status Values:

« New/Open: Bug has been reported but not yet reviewed
» Assighed: Bug has been assigned to a developer

e In Progress: Developer is actively working on the fix

o Fixed: Developer believes the issue has been resolved

» Verified: QA has confirmed the fix works correctly

o Closed: Issue is completely resolved and verified

» Rejected: Issue is not considered a valid bug

» Duplicate: Issue is a duplicate of another bug

o Deferred: Issue will be addressed in a future release

Status Workflow:



New - Assigned - In Progress - Fixed - Verified - Closed
l !
Rejected Reopened
l 1

Closed (if fix doesn't work)

Element #10: Assignee

Purpose: Identifies who is responsible for addressing the issue.
Assighment Guidelines:

« Initial Assighment: Usually to a team lead or triage person
» Developer Assighment: To the person who will implement the fix
* QA Assignment: For verification and regression testing

» Product Manager: For priority decisions or requirement clarification
Best Practices:

e Don't assign bugs to yourself unless you're responsible for fixing them
e Follow your team's assignment protocols
e Include relevant team members in notifications

o Update assignments as the bug moves through its lifecycle



The 5 Keys to Bulletproof Bug Writing

These five keys will ensure your bug reports are clear, actionable, and lead to

quick resolution.

Key #1: Crystal Clear Descriptions

The Challenge: Writing descriptions that are detailed enough to be useful

but concise enough to be readable.

The Solution: Use a structured approach that covers all necessary

information without redundancy.
Description Framework:

1. What: Clearly state what the issue is
2. Where: Specify the location or context
3. When: Indicate when it occurs

4. Impact: Explain why it matters
Advanced Techniques:

o Use Active Voice: "The system crashes" instead of "A crash occurs"

o Be Specific: "Button is 2 pixels misaligned" instead of "Button looks

wrong"
* Include Context: Explain how the issue fits into the larger user workflow

» Avoid Assumptions: Stick to observable facts

Example Transformation:



o X Poor: "The search doesn't work right"

. Good: "Search results display products from wrong category when

filtering by price range on mobile devices"

Key #2: Bulletproof Reproducibility

The Challenge: Ensuring that anyone can recreate the issue consistently.

The Solution: Provide comprehensive reproduction steps that account for all

variables.
Reproducibility Best Practices:

Account for Environment Variables:

Operating system and version

e Browsertype and version

e Screen resolution and device type
* Network conditions

e User account type or permissions

Include All Prerequisites:

Required data setup

Account configurations

Feature flags or settings

Previous actions that set up the state

Be Precise About Actions:



o Exact clicks, taps, or keyboard inputs
e Timing between actions
e Specific data entered

e Order of operations
Test Your Own Steps:

e Follow your own reproduction steps exactly
e Have a colleague try to reproduce using your steps
o Refine steps based on feedback

» Remove unecessary steps

Example:

Environment: Chrome 91.0.4472.124 on Windows 10, 1920x1080 resolution
Prerequisites:

- User account with "Premium" subscription status

- Shopping cart must be empty

- User must be logged in

Reproduction Steps:
Navigate to www.example.com/products

. Click on "Electronics" category in left sidebar

. Wait for page to reload (approximately 2-3 seconds)

1
2
3. Select "Price: $100-$500" filter checkbox
4
5. Scroll down to view search results

6

. Observe that results include items from "Clothing" category with prict



Key #3: Comprehensive Steps to Reproduce

The Challenge: Providing enough detail without overwhelming the reader.

The Solution: Structure your steps logically and include all necessary

information.
Step Writing Guidelines:

 Use Numbered Lists: Makes steps easy to follow and reference
o One Action Per Step: Don't combine multiple actions in a single step

» Include Expected Intermediate Results: Help readers confirm they're

on the right track
» Specify Exact Inputs: Include specific data, not just "enter some text"

* Note Timing: Include wait times or delays when relevant
Advanced Step Techniques:

Conditional Steps: Handle different scenarios

3a. If popup appears, click "Accept"

3b. If no popup, proceed to step 4

Alternative Paths: Provide multiple ways to reach the same state

Alternative: Steps 2-4 can be replaced by clicking the "Quick Setup" but

Verification Points: Help readers confirm they're following correctly



5. Click "Submit" button
Expected: Form should show "Processing..." message
6. Wait for confirmation page to load

Expected: Page should display "Success" message

Key #4: Precise Result Documentation

The Challenge: Capturing exactly what happens without interpretation or

assumption.
The Solution: Document observable facts with precision and completeness.

Result Documentation Techniques:

Quote Exact Text: Use quotation marks, back ticks, or other formatting

for error messages, labels, and displayed text

» Describe Visual Elements: Include colors, positions, sizes when

relevant
» Note System Behavior: Include loading times, animations, sounds

o Capture Side Effects: Document any secondary impacts or changes

Multi-Modal Documentation:

e Screenshots: For visual issues or Ul problems
» Screen Recordings: For interaction or timing issues
e Log Files: For technical errors or system behavior

» Network Traces: For performance or connectivity issues

Example:



Actual Result:

- The "Submit" button remains blue but becomes slightly transparent (app

No loading indicator appears, page does not change

Button becomes unresponsive immediately after click, remains so for 30-

Browser console displays "TypeError: Cannot read property 'validate' o

Form data remains in fields, no network requests are made

Key #5: Clear Expected Results

The Challenge: Defining what "correct" behavior should be when

requirements may be unclear.

The Solution: Base expected results on reliable sources and user experience

principles.
Sources for Expected Behavior:

» Requirements Documents: Official specifications
» Design Mockups: Visual and interaction designs

o User Stories: Acceptance criteria and user needs
« Similar Features: Consistent behavior patterns

¢ Industry Standards: Common UX patterns and conventions
Expected Result Guidelines:

» Be Specific: Avoid vague terms like "should work correctly"
« Include Timing: Specify expected response times when relevant

» Consider Edge Cases: Address boundary conditions and error

scenarios



» Think User-Centric: Focus on user experience and business value

Example:

Expected Result:
- Submit button should display loading animation
- If validation passes:
* User should be redirected to confirmation page
* Success message should display: "Your order has been submitted"
- If validation fails:
* Error messages should appear next to relevant fields
* Button should return to normal state

* User should remain on current page

The 5 Most Common Bug Writing Errors

Avoid these common mistakes that reduce the effectiveness of bug reports

and frustrate development teams.

Error #1: Not Enough Information

The Problem: Bug reports that lack sufficient detail for developers to

understand or reproduce the issue.
Common Manifestations:

e Vague descriptions: "It doesn't work"

e Missing reproduction steps



e No environment information

e Unclear expected behavior

Why It Happens:

Assumption that others have the same context as you

Time pressure to report bugs quickly

Lack of understanding about what information is needed

Overconfidence in the obviousness of the issue

How to Fix It:

Use a bug report template or checklist

e Include all 10 critical elements in every report

o Test your reproduction steps before submitting

o Ask yourself: "Could someone unfamiliar with this feature understand
and reproduce this issue?"

Example Transformation:

o X Poor: "Login broken"

. Good: "Login button unresponsive on mobile Safari when user enters

credentials and taps 'Sign In""

Error #2: Unclear Reproducibility

The Problem: Failing to clearly indicate how consistently the issue occurs

and under what conditions.



Common Issues:

Not testing reproducibility thoroughly

Failing to identify environmental factors

Not documenting intermittent behavior patterns

Assuming reproducibility without verification

Impact:

Developers can't recreate the issue

Time wasted on investigation

Issues may be incorrectly closed as "cannot reproduce"

Intermittent issues may be ignored

Best Practices:

Test reproduction multiple times

Try different environments and conditions

Document any factors that affect reproducibility

Be honest about uncertainty

Reproducibility Documentation:



Reproducibility: Intermittent (occured 6 our of 10 attempts)
Conditions that increase likelihood:

- Slower network connections

- Multiple browser tabs open

- User has been logged in for >2 hours

Conditions that prevent issue:

- Fresh browser session

- Fast network connection

- Incognito/private browsing mode

Error #3: Omitting the Expected Result

The Problem: Failing to clearly state what should happen, leaving developers
to guess at the intended behavior. This also serves as an additional sanity

check regarding specific outcomes and behaviors in the product.
Why It's Critical:

e The developer needs to know the target behavior
e Product managers need to understand the gap
e QA needs criteria for verification

o Future testers need reference for similar issues
Common Scenarios Where This Happens:

e Obvious functionality that "everyone knows"
o Complex workflows with multiple possible outcomes
o Edge cases not covered in requirements

o Ul/UX issues where standards may vary



Solution Framework:

1. Reference Requirements: Link to specifications when available
2. Describe User Experience: Focus on what users should experience
3. Include Success Criteria: Define measurable outcomes

4. Consider Alternatives: Acknowledge when multiple behaviors might be

acceptable

Error #4: Selecting the Wrong Severity

The Problem: Misassigning severity levels, which affects prioritization and

resource allocation.
Common Severity Mistakes:

Over-inflating: Marking minor cosmetic issues as critical

» Under-estimating: Marking data loss issues as low severity

» Confusing Severity and Priority: Using business urgency to state user

impact

« Ignoring User Impact: Focusing only on technical aspects

Severity Assessment Framework:

Ask These Questions:

1. How many users are affected?
2. What is the impact on user experience?
3. Isthere a workaround available?

4. Does this affect core functionality?



5. What are the business consequences?

Examples by Severity:

Critical: User data is permanently lost

High: Core feature completely non-functional

Medium: Feature works but with significant usability issues

Low: Minor cosmetic issue with no functional impact

Error #5: Assigning Bug to the Wrong Person

The Problem: Incorrect assignment that delays resolution and creates

confusion about responsibility.

Common Assighment Mistakes:

Assigning to yourself when you're not responsible for fixing

Assigning to specific developers without team lead approval

Not following team assignment protocols

Failing to update assignments as bugs progress

Assighment Best Practices:

Follow Team Protocols: Use your team's established assignment

process
« Start with Team Leads: Let them distribute work appropriately
» Consider Expertise: Think about who has relevant knowledge

» Update as Needed: Change assignments as the bug lifecycle

progresses



Assignment Guidelines by Role:

e QA: For verification and regression testing
o Developer: For implementation of fixes

» Project/Product Manager: For priority decisions and requirement

clarification
o Team Lead: For triage and work distribution

o DevOps: For environment or deployment issues

Understanding the Life of a Bug

Understanding how bugs move through their lifecycle helps you manage

them more effectively and communicate better with your team.

The Standard Bug Lifecycle

1. Discovery and Reporting

e Issue is identified during testing or reported by users
o Initial bug report is created with all necessary information

e Bug enters the system in "New" or "Open" status
2. Triage and Assighment

o Team lead or product manager reviews the bug

o Severity and priority are confirmed or adjusted



e Bug is assigned to appropriate team member

e Status changes to "Assigned"

3. Investigation and Analysis

Assigned developer investigates the issue

Root cause is identified

Solution approach is determined

Status may change to "In Progress”

4. Fix Implementation

Developer implements the fix

Code changes are made and tested locally

Fix is committed to version control

Status changes to "Fixed" or "Resolved"

5. Verification and Testing

QA verifies that the fix works correctly

Regression testing ensures no new issues were introduced

If fix is confirmed, status changes to "Verified"

If fix doesn't work, bug is reopened

6. Closure

e Bugis marked as "Closed" after successful verification

e Final documentation and communication



e Bug data is available for analysis and reporting

Alternative Paths in the Bug Lifecycle
Rejection Path:
e Bug is determined to be invalid, duplicate, or not a bug

o Status changes to "Rejected" or "Invalid"

o Reason for rejection is documented
Deferral Path:

e Bug is valid but will not be fixed in current release
o Status changes to "Deferred" or "Future"

o Target release may be specified
Duplicate Path:

e Bug is identified as duplicate of existing issue
o Status changes to "Duplicate"

o Reference to original bug is included

Managing Bugs Through Their Lifecycle
As a QA Professional:

» Reporting: Provide complete, accurate information

e Follow-up: Monitor progress and provide additional information as

needed



« Verification: Thoroughly test fixes and confirm resolution

«  Communication: Keep stakeholders informed of status changes

Best Practices for Lifecycle Management:

Regular Reviews: Check on bug status regularly
o Clear Communication: Update comments when status changes

« Documentation: Maintain clear records, in the bug itself, of decisions

and changes

» Metrics Tracking: Use lifecycle data to improve processes
Overarching Communication Principle:

Whenever you update an issue, be sure to include in the comments/history
section of the issue:

» The action you are taking

» The reason for the action you are taking

» Prioritize this habit so that understanding the history of any issue will be

apparent when reviewed

The 5 Steps to Bug Regression Testing

Regression testing ensures that bug fixes work correctly and don't introduce

new issues. Follow these five steps for effective regression testing.



Step #1: Know the Version

Purpose: Ensure you're testing the correct version that contains the fix.
What to Verify:

e Build Number: Confirm you have the build that includes the fix
» Version Information: Check application version or build date
o Environment: Ensure test environment matches the fixed version

» Deployment Status: Confirm the fix has been properly deployed
Verification Methods:

e Check version numbers in the application
o Verify build timestamps
e Confirm with development team

» Review deployment logs or notifications

Documentation:

Tested Build: 2.1.47 on QA-staging-01
Bug no longer occurs

Moving to Closed

Tested Build: 2.1.47 on QA-staging-01
Bug still occurs

Reopening and Assigning to [developer]



Step #2: Understand the Fix

Purpose: Know what was changed so you can test appropriately.
Information to Gather:

e Root Cause: What caused the original issue
» Fix Approach: How the problem was solved
« Code Changes: What files or components were modified

» Potential Side Effects: What other functionality might be affected
Sources of Information:

o Developer comments in the bug report
e Code commit messages
e Technical documentation

e Direct communication with the developer
Questions to Ask:

 What exactly was changed to fix this issue?
e Are there any areas | should pay special attention to?
o What other functionality might be affected by this change?

e Are there any known limitations or edge cases with this fix?

Step #3: Validate Appropriately

Purpose: Confirm the fix works correctly without introducing new issues.



Validation Approach:

Direct Testing:

Follow the original reproduction steps exactly

Verify the issue no longer occurs

Test edge cases and boundary conditions

Confirm expected behavior is now working

Regression Testing:

Test related functionality that might be affected

Run existing test cases for the affected area

Test integration points and dependencies

Verify performance hasn't been negatively impacted

Halo Testing:

Explore the fixed area with fresh perspective

Try unusual combinations and scenarios

Look for new issues that might have been introduced

Test from different user perspectives

Testing Scope Framework:

1. Core Fix Verification: Does the original issue still occur?
2. Immediate Area Testing: Test closely related functionality

3. Integration Testing: Test how the fix affects connected systems



4. Broader Regression: Test potentially affected areas

5. User Workflow Testing: Test complete user scenarios

Step #4: Comment Thoroughly

Purpose: Document your testing activities and results for future reference.
What to Document:

o Testing Performed: What you tested and how
e Results: What you found during testing
» Environment Details: Where and when testing occurred

o Next Steps: What should happen next

Comment Structure:

Tested [Build or Version number] on [Environment/device]
[Results of testing - this is the "what happened" part]

- [additional details as needed for clarity and thoroughness]
[Action you are taking as a reult of testing]

- [changing of issue status]

- [updates to information or assigned person]

- [follow up actions - team communication, documentation, etc.]

Step #5: Assign Accurately

Purpose: Ensure the bug moves to the appropriate person for the next step in

the process.

Assighment Guidelines:



If Fix is Successful:

e Assign back to original reporter or team lead
e Change status to "Verified" or "Closed"

e Include summary of successful testing

If Fix is Incomplete:

o Assign back to developer who implemented the fix
e Change status to "Reopened" or "In Progress"

e Provide detailed information about remaining issues

If New Issues Found:

o Consider whether to reopen original bug or create new ones
e Assign appropriately based on the type of new issue

o Clearly document the relationship between issues

Assighnment Best Practices:

Follow your team's workflow protocols

Include clear next steps in your comments

Notify relevant stakeholders of status changes

Update priority if circumstances have changed



The 5 Most Common Regression Mistakes

Avoid these common mistakes that can lead to ineffective regression testing

and missed issues.

Mistake #1: QA Resolves A Bug

The Problem: QA team members changing bug status to "Resolved" or

"Fixed" when they should only verify fixes.
Why It's Wrong:

e Only developers should mark bugs as "Fixed"
e QA'srole is to verify, not resolve
o Creates confusion about who did what

o Breaks the accountability chain
Correct Process:

o Developer fixes the bug and marks it "Fixed" or "Ready for Testing"
* QA tests the fix and marks it "Verified" if successful

e QA reopens the bug if the fix doesn't work

e Team lead or product manager closes the bug

Best Practice: QA should only change status to "Reopened" or "Verified" (or

"Closed" depending on team workflow) based on testing results.



Mistake #2: Non-QA Closes A Bug

The Problem: Developers or other team members closing bugs without

proper QA verification.
Why It's Problematic:

o Skips important verification step
o May miss edge cases or side effects
e Reduces quality assurance

o Creates gaps in testing coverage
When It Might Happen:

e Time pressure to ship features
o Simple fixes that "obviously work"
e Lack of understanding of QA process

o Insufficient QA resources
Prevention Strategies:

o Establish clear workflow rules
o Use bug tracking system permissions
o Educate team on importance of verification

e Build verification time into project schedules



Mistake #3: Not Commenting

The Problem: Failing to document testing activities and results in bug

comments.

Impact of Poor Documentation:

Anyone looking at the bug in the future won't know what was tested

Developers can't understand what verification was done

Difficult to track testing coverage and efficacy

Hard to learn from past issues if they cannot be reviewed

What to Document:

Testing approach and scope

e Specific test cases executed

e Results and findings

e Environment and version information

e Any limitations or assumptions

Comment Template:



Regression Testing - [Date]
Tester: [Name]
Build: [Version]

Environment: [Details]

Testing Performed:

- [Specific tests done]

Results:

- [What was found]

Status: [Verified/Reopened/etc.]

Next Steps: [What should happen next]

Mistake #4: Commenting In The Wrong Place

The Problem: Adding comments to the wrong bug report or in inappropriate

locations.
Common Issues:

o Commenting on duplicate bugs instead of the primary one
e Adding unrelated information to existing bugs
e Using comments for conversations that should be in other channels

e Not linking related bugs properly
Best Practices:

o Always comment on the primary bug report

e Link related bugs using proper references



o Keep comments focused on the specific issue

o Use appropriate communication channels for discussions

Mistake #5: Not Asking For Help

The Problem: Struggling with regression testing without seeking assistance

from team members.
When to Ask for Help:

e You don't understand the fix that was implemented
e You're unsure about the scope of testing needed
e You find conflicting information about expected behavior

e You discover issues but aren't sure if they're related to the fix
Who to Ask:

o Developer: For technical details about the fix
» Project/Product Manager: For business requirements and priorities
» Senior QA: For testing strategy and approach

o« Team Lead: For process questions and resource allocation
How to Ask Effectively:

e Be specific about what you need help with
e Provide context about what you've already tried
e Ask for guidance rather than demanding solutions

e Follow up to confirm your understanding



Mastering Post-Mortem Analysis

Post-mortem analysis helps teams learn from issues and improve their

processes. Here's how to excel in post-mortem discussions.

The 3 Actions to Ace a Post-Mortem

Action #1: Prepare

Purpose: Arrive with relevant information and a constructive mindset.
Preparation Activities:

Gather Data:

Timeline of events leading to the issue

e Bug reports and testing documentation

o Communication records (emails, chat logs, etc.)
e Maetrics and performance data

e Userimpact information

Analyze Your Role:

o What testing was performed?
o What was missed and why?
e What could have been done differently?

e What worked well in the process?



Prepare Insights:

Potential root causes

Process improvement suggestions

Testing strategy recommendations

Resource or tool needs

Mindset Preparation:

Focus on learning, not blaming

Be open to feedback and criticism

Think about systemic improvements

Consider multiple perspectives

Action #2: Participate

Purpose: Contribute meaningfully to the discussion and help the team learn

from the experience.
Participation Guidelines:
Share Information Objectively:

Present facts without defensiveness

Acknowledge mistakes and limitations

Provide context for decisions made

Explain constraints and challenges faced

Listen Actively:



Pay attention to other perspectives

Ask clarifying questions

Build on others' insights

Avoid interrupting or arguing

Focus on Systems, Not Individuals:

Look for process failures, not personal blame

Consider how systems can be improved

Think about prevention, not just detection

Discuss resource and training needs

Contribute Solutions:

Suggest specific improvements

Offer to take on action items

Share relevant experience or knowledge

Help prioritize improvement efforts

Action #3: Produce

Purpose: Turn post-mortem insights into concrete improvements that prevent

similar issues.

Production Activities:

Document Lessons Learned:

e Key insights and root causes



e Process improvements identified
e Action items with owners and timelines

e Success metrics for improvements

Implement Changes:

o Update testing procedures and checklists
o Modify team processes and workflows
e Improve tools and automation

e Enhance training and knowledge sharing

Follow Up:

o Track progress on action items
o Measure effectiveness of improvements
e Share learnings with other teams

e Conduct follow-up reviews

Knowledge Sharing:

o Update team documentation
e Create training materials
o Share insights in team meetings

o Contribute to organizational learning

Post-Mortem Best Practices

Create a Blameless Culture:



e Focus on systems and processes, not individuals
e Encourage honest discussion of mistakes
e Reward learning and improvement

e Avoid punishment for honest errors
Use Structured Approaches:

o Follow a consistent post-mortem format
o Use root cause analysis techniques
e Apply the "5 Whys" method

o Consider multiple contributing factors
Make It Actionable:

» Define specific, measurable improvements
e Assign clear ownership and timelines
e Prioritize high-impact changes

e Track implementation progress

Advanced Bug Management Strategies

Take your bug management skills to the next level with these advanced

strategies and techniques.



Strategic Bug Triage
Risk-Based Prioritization:
o Assess business impact and user experience effects
o Consider technical complexity and resource requirements

e Evaluate timing and release constraints

o Balance new features with bug fixes

Stakeholder Communication:

Present bug information in business terms

Provide clear recommendations with rationale

Facilitate discussions about trade-offs

Build consensus around priorities

Advanced Bug Analysis

Pattern Recognition:

» ldentify recurring issues and root causes
e Analyze bug trends over time
e Recognize systemic problems

o Predict potential future issues
Cross-Functional Collaboration:

e Work with UX teams on usability issues

o Collaborate with product managers on requirements



Partner with developers on prevention strategies

Engage with customer support on user impact

Bug Prevention Strategies

Early Involvement:

Participate in requirement reviews
Provide input on design decisions
Advocate for testability in feature planning

Identify potential issues and problem areas before development

Process Improvement:

Analyze bug data to identify process gaps
Suggest improvements to development workflows
Advocate for better tools and automation

Promote quality culture across the organization

Metrics and Reporting

Key Bug Metrics:

Bug discovery rate and trends

Time to resolution by severity

Regression rate and causes
Customer-reported vs. internally found bugs

Bug re-open rate (track it over time, it is deeply revealing)



Effective Reporting:

« Create dashboards for different audiences that update live or daily
e Provide actionable insights, not just data
e Connect bug metrics to business outcomes

e Use visualizations to communicate trends

Templates and Best Practices

Use these templates and checklists to ensure consistent, high-quality bug

reporting.



Bug Report Template

Title: [Component] [Action] [Unexpected Result] [Context]

Description:

[Detailed explanation of the issue, including business impact and user e:

Environment:

- 0S: [Operating System and version]

- Browser: [Browser type and version]

- Device: [Desktop/Mobile/Tablet, screen resolution]

- Network: [Connection type if relevant]

Reproducibility: [Always/Sometimes/Once/Unknown]

[Additional details about conditions affecting reproducibility]

Steps to Reproduce:

Prerequisites: [Any setup required]
1. [First action]

2. [Second action]

3. [Continue with specific steps]

4

[Final action that triggers the issue]

Actual Result:

[Precise description of what happens, including error messages, visual cl

Expected Result:

[Clear description of what should happen, based on requirements or user ¢

Severity: [Critical/High/Medium/Low]
Priority: [P1/P2/P3/P4]

Attachments:

- [Screenshots, videos, log files, etc.]



Additional Information:

[Any other relevant details, workarounds, related bugs, etc.]



Regression Testing Checklist

Pre-Testing:

O Confirmed correct build/version contains the fix
0O Understood what was changed to fix the issue

O Identified potential areas for regression testing

O Prepared test environment and data

Fix Verification:

O Followed original reproduction steps exactly
O Confirmed original issue no longer occurs

O Verified expected behavior is now working

0O Tested edge cases and boundary conditions

Regression Testing:

O Tested closely related functionality

0O Verified integration points and dependencies
0O Ran existing test cases for affected areas

0O Performed exploratory testing around the fix

Documentation:

O Documented all testing performed

0O Recorded results and findings

0O Noted environment and version details

0O Provided clear next steps

Status Update:

O Updated bug status appropriately

0O Assigned to correct person for next step
0O Notified relevant stakeholders

O Linked any related issues discovered



Bug Triage Questions

Impact Assessment:

e« How many users are affected?
e What is the business impact?
e |sthere a workaround available?

 How does this affect user experience?
Technical Assessment:

e« How complex is the fix likely to be?
o What areas of the code are involved?
o Are there dependencies on other teams?

e What is the risk of introducing new issues?
Priority Factors:

e When does this need to be fixed?
e How does this compare to other work?
e What are the resource requirements?

e Are there external deadlines or commitments?



Post-Mortem Template

Issue Summary:

[Brief description of what happened and when]

Timeline:

[Chronological sequence of events]

Root Cause Analysis:

[What caused the issue and why it wasn't caught earlier]

Impact Assessment:

[Effect on users, business, and team]

What Went well:

[Positive aspects of the response and process]

What Could Be Improved:

[Areas for improvement and lessons learned]

Action Items:

[Specific improvements with owners and timelines]

Follow-Up:

[How progress will be tracked and measured]

Conclusion

Mastering bug reporting and documentation is essential for any QA

professional who wants to make a real impact on product quality. The skills



and techniques covered in this guide will help you become the kind of QA
professional that development teams love to work with - someone who
provides clear, actionable information that leads to quick problem resolution

and improved products.

Remember that effective bug management is about more than just finding and
reporting issues. It's about communication, collaboration, and continuous
improvement. By following the best practices in this guide, you'll not only
improve your own effectiveness but also contribute to better processes and

higher quality products for your entire organization.

The investment you make in mastering these skills will pay dividends
throughout your career. Whether you're working on small teams or large
enterprise projects, the ability to manage bugs professionally and effectively

will set you apart as a true quality professional.

Keep practicing these techniques, seek feedback from your colleagues, and
always look for ways to improve your bug management processes. With
dedication and attention to detail, you'll become a master of bug reporting

and documentation.

About Eochair

This guide is free. The team behind it is building the tool QA professionals
wish they'd had from day one.

Most testing tools make you work for them — you bend your process around

the tool, maintain traceability by hand, and watch requirements, tests, and



issues drift into separate silos until nobody remembers what the feature was

even supposed to do.

“""Automating Jira is the absolute worst programming experience I've
ever had."”

"Starting to hit the limits of how we're handling traceability without

everything breaking. Losing my mind basically."

A tool should work for you, not the other way around. Eochair keeps your
requirements, tests, and issues in one place and links them automatically —
SO your spec stays alive instead of evaporating the moment a story gets

closed.

Built by the Eochair team, led by a 30-year QA veteran — the same person

who wrote this guide.

Eochair is launching soon. Join the waitlist = guides.eochair.com

Get the full free series & early access — scan, or visit guides.eochair.com


https://guides.eochair.com/

