How to Track Multiple Services
in One Form

Welcome, we will start shortly!
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Meet Your Trainer

Annie Novacek

Sr. Training Specialist

ClientTrainingRequests@BonterraTech.com
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Learning Objective

The goal of this training is to equip you with an alternative to using
checkboxes to easily track multiple services in one form while still
maintaining effective reporting.
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Problem
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Problem: Multi-Service Tracking

You want a form that looks like this... ...But reporting that looks like this...

Service Tracking MULTI

. Veteran Services, 2

Case Management, 10 . ~ Refupee Services, 5

Jane Doe

Quick View Information

— Legal Services, 6

Counseling, &
" Food Pantry, 6
] .

Financial Coaching, 3

Main =

*Date of Service
a
*Services Delivered
[ Counseling
[] Case Management
[ Disaster Relief
[] Financial Coaching
[ Food Pantry
[ Legal Services

[] Refugee Services c " . m.“:;_
[ Veteran Services r Lase Managemen

*Time Spent (in Hours . w Cau

pent( ) » Counseling 2

» Disaster Relief 3

System Fields »

» Financial Coaching
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Problem: Multi-Service Tracking

... And yet, reporting on checkboxes looks like this...

 Veteran Services, 1
~— Legal Services - Veteran Se...
Lepal Services - Refugee Services, 1

Counseling, 1

- Legal Services - Caze Management, 1

“ Food Pantry - Disaster Relief, 1

Counseling - Case Management, &

e

Counseling - Case Manage... " Food Pantry - Case Management, 1

Dizazter Relief, 1 = Financial Coaching - Food ...
Financial Coaching - Food Pantry, 3

¢¥ Bonterra.



Potential Use Cases

Services

Topics Medical

Provided Discussed Conditions

Volunteer Non-Distinct
Availability Demographics

Addictions
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Solution: Main Form Linked to Hidden Sub Form

« User experience looks like one form with the ability to choose multiple options.

« Data produced is separated by option for clean, effective reporting

Service Tracking

Alicia Henry Record Options
Quick View Information BSE'«e Record
*Date of Service

ecord Save
Checklist

nks ON Services Delivered
- B *Time Spent (in Hours)

08/152024 |

* Services Delivered

Hide Deactivated

*Time Spent (in Hours)

System Fields »

COLLAPSEALL

X

v

v
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Services Delivered

*Services
(O Counseling
() Case Management
(") Disaster Relief
() Financial Coaching
() Food Pantry
() Legal Services
() Refugee Services

() Weteran Services

Linked 'Service Tracking' Records »

System Fields »



How to Configure
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How to Configure

Step 1: Create Sub Form.
Step 2: Create Main Form.
Step 3: Link the Two Forms.
Step 4: Publish Both Forms.
Step 5: Start Collecting Data.
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How to Configure

Step 1: Create Sub Form.

« Keep it simple: Single select Option
field with the list of answer choices.

« Select Form Property to “Hide from
Navigation Menu”.

Services Delivered ‘

Services*®
() Counseling
() Case Management
(") Disaster Relief
(_) Financial Coaching
() Food Pantry
() Legal Services
() Refugee Services

(") Veteran Services
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Step 2: Create Main Form.

Include any fields needed for the

interaction except Services Option Field.

For example: Date of Service, Location,
Staff Member, Time Spent, etc.

Service Tracking

Date of Service ®
MM/DDYY ™YY

Staff Member
[--Please Select—- v |

Time Spent (in Hours) *

13



How to Configure

Step 1. Create Sub Form.

« Keep it simple: Single select Option
field with the list of answer choices.

« Select Form Property to “Hide from
Navigation Menu”.

Services Delivered

Services*®
() Counseling
() Case Management
(") Disaster Relief
(_) Financial Coaching
() Food Pantry
() Legal Services
() Refugee Services

(") Veteran Services
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Step 2: Create Main Form.

Include any fields needed for the

iInteraction except Services Option Field.

For example: Date of Service, Location,
Staff Member, Time Spent, etc.

Service Tracking

R

Date of Service ®
MM/DDYY ™YY

Staff Member
[--Please Select—- v |

Time Spent (in Hours) *
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How to Configure

Step 3: Link the Two Forms.

« Base form is Main.

« Target form is Sub.

« Choose Many to 1.

* Check box for Wizard style.

Step 4: Publish Both Forms.
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MY APRICOT

ADMINISTRATOI

Field Properties (link)

Display Mame

Services Delivered

[X]
. Annie Novacek

Service Tracking

Date of Service ®

08152024 |

Standard Properties
Required
Quick View

Clear On Copy

[J Locked
[JHidden

ﬁ COLLAPSE ALL

Field Choices

| Services Delivered* I

Time Spent(in Hours) *

System Fields »

Linked To

record(s) can be linked to  of these records can be
gach of these records linked to each record

| Services Delivered || Many V|
This is required

Mumber of Links per page
Special Properties

Same Folder Linking
(only allow links to records in the same folder)

Wizard Style
(enables wizard style linking)

. > Al

» Demographic
ﬁ » Option

» Text

» Numeric

» Calculation

» Date and Time
ﬂl » Upload

» Hyperlink

» Linking

* Special

» Smart Fields

+ Add Section

[J Show Associated Records
(show other records of THIS form that are linked to the same record)

() Show Link Description
(allow users to specify additional information to identify each link)

Tooltip

é’ Registration

. Requirements
X

+ The following fields have
unzet special properties:

Services Delivered

e

Form Actions
a Save Form
|l| Publish Form

H Delete Form
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How to Configure

Step 5: Start Collecting Data.

Service Tracking

Alicia Henry

Luick Vie Tormation

*Date of Service

081512024 |3

* Services Delivered

Hide Deactivated Link © New

*Time Spent (in Hours)

System Fields »

Ccda

Record
a Save
© New!

View

Q Go Tc

Record
Checkli

Service Tracking

Alicia Henry

(%]

*Date of Service

08152024 |

* Services Delivered

Services Delivered Link Info

Hide Deactivatad Links © New

E

Y = Added on
Case Management = 08/15/2024

o = Added on
Counseling = 08/15/2024

- e = Added on
Legal Services = 08/15/2024

\ Total Active Links:3, Total Deactivated Links:0, Current Active Links:2, Current Deactivated Links:0

*Time Spent (in Hours)
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1.50

System Fields »
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Managing Linked Records

While this is designed to look like we have created one record,

multiple will exist within Apricot. If you need to archive any of these
Tier 2 records for whatever reason, take care of the sub records first
and then the main form records.
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Reporting Tips




Reporting on Multi-Service

Step 1. Pull in data from Tier 1.

Step 2: Pull in data from Main Tier 2.
Step 3: Pull in data from Sub Tier 2.
Step 4: Update Linking Relationship.
Step 5: Publish and Run!
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» Food Pantry

- Veteran Services, 2

Case Management, "

Counseling, 8 —

Refugee Services, 5

~— Legal Services, G

"~ Food Pantry, 6

" Financial Coaching, 3

+» Case Management
» Counseling
» Disaster Relief

» Financial Coaching
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Reporting on Multi-Service

Step 1: Pullin data from Tier 1.

« Always start with Tier 1, at least
one data point like Record ID.

Field Choices v &

» Special Columns

» Sites and Programs

» Enrollments

¥ Participant Profile
F Profile Detaila
F Demographic Information
W Asaocisted Housshold
¥ Syatem Fields
- Record ID
= Created By
W
= Modified By
= Modification Date
« Azzigried Programa

i, = .

[
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Step 2: Pullin data from Main Tier 2.

« Recommend pulling Date of
Service and anything else about
the overall interaction.

Field Choices &=

k Special Columns

+ Workshop Attendance
» Class Attendance

»+ Workforce Assistance
» Services Delivered

¥ Service Tracking NEW
¥ klain
« Date of Service
Services Delivered
= Description
« Date Added
« Date Modified
« Time Spent (in Hours)

2 g',.rata'n Flelds

Step 3: Pull in data from Sub Tier 2.
» Grab the option field with Service.

 No other data needed here.

Field Choices &

» Special Columns

> Positive Parenting
Aszzessment

> Workshop Attendance
» Class Attendance

* Workforce Assistance

T Services Delivered
¥ kain
= Services

Linked Service Tracking
Recorgs

# Syatem Fields
» Service Tracking NEW
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Reporting on Multi-Service

Step 1: Pullin data from Tier 1.

« Always start with Tier 1, at least
one data point like Record ID.

Field Choices v &

» Special Columns

» Sites and Programs

» Enrollments

¥ Participant Profile
F Profile Detaila
F Demographic Information
W Asaocisted Housshold
¥ Syatem Fields
- Record ID
= Created By
W
= Modified By
= Modification Date
« Azzigried Programa

i, = .

[
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Step 2: Pull in data from Main Tier 2.

Recommend pulling Date of

Service and anything else about

the overall interaction.

Field Choices &=

k Special Columns

+ Workshop Attendance
» Class Attendance

»+ Workforce Assistance
» Services Delivered

¥ Service Tracking NEW
¥ klain
« Date of Service
Services Delivered
= Description
« Date Added
« Date Modified
« Time Spent (in Hours)

2 g',.rata'n Flelds

Step 3: Pull in data from Sub Tier 2.
» Grab the option field with Service.

 No other data needed here.

Field Choices &

» Special Columns

> Positive Parenting
Aszzessment

> Workshop Attendance
» Class Attendance

* Workforce Assistance

T Services Delivered
¥ kain
= Services

Linked Service Tracking
Recorgs

# Syatem Fields
» Service Tracking NEW
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Reporting on Multi-Service

Step 1: Pullin data from Tier 1.

« Always start with Tier 1, at least
one data point like Record ID.

Field Choices v &

» Special Columns

» Sites and Programs

» Enrollments

¥ Participant Profile
F Profile Detaila
F Demographic Information
W Asaocisted Housshold
¥ Syatem Fields
- Record ID
= Created By
W
= Modified By
= Modification Date
« Azzigried Programa

i, = .

[
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Step 2: Pullin data from Main Tier 2.

« Recommend pulling Date of
Service and anything else about
the overall interaction.

Field Choices &=

k Special Columns

+ Workshop Attendance
» Class Attendance

»+ Workforce Assistance
» Services Delivered

¥ Service Tracking NEW
¥ klain
« Date of Service
Services Delivered
= Description
« Date Added
« Date Modified
« Time Spent (in Hours)

2 g',.rata'n Flelds

Step 3: Pull in data from Sub Tier 2.
» Grab the option field with Service.

 No other data needed here.

Field Choices &

» Special Columns

> Positive Parenting
Aszzessment

> Workshop Attendance
» Class Attendance

* Workforce Assistance

T Services Delivered
¥ kain
= Services

Linked Service Tracking
Recorgs

# Syatem Fields
» Service Tracking NEW
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Reporting on Multi-Service

Step 4: Update Linking Relationship.

* Click on the Sub Form in the Forms list.

* Change to the Tier 2 under “Connected To.”

Step 5: Publish and Run!
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W Forms

Participant Profile

ﬁ

rvices Delivered

oo
i

]

Service Tracking NEW

¥ Filters
¥ Group Filters

¥ Limit Sections

el

services Delivered Form Properties [highlight]

Connected To Using Field
() Participant Profile (@ Services Delivered (linking)
@ Service Tracking NEW

Limit

® Always ® None
() Sometimes (") Last Created
() MNever () First Created

Participant Profile reconds will only be included if

they have at least one Services Delivered record
Enforce Programs filter (where applicable)

Aut Enforce User Level Access filter (where applicable)

Alizzes +
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Additional Resources
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Additional Training Opportunities

« Knowledge Base — How-To Articles (Search Chat or Visit Online)

» Bonterra Academy — Free Webinars & Recordings

« Foundations — Intensive, Multiday Courses to Cover Admin Basics

 Admin Labs — 2 Hour Live Trainings on Specific Capabilities

« Private Training — 1:1 Sessions with Training Expert in Your Apricot
(End User & Admin Topics Available)

Build confidence & knowledge in
our software!

¢¥ Bonterra. 25


https://apricot-articles.socialsolutions.com/en/
https://www.bonterratech.com/training
https://bonterraacademy.bonterratech.com/self-signup/index
https://bonterraacademy.bonterratech.com/self-signup/index
https://apricot-articles.socialsolutions.com/en/articles/8952258-apricot-private-training-menu

Customer Support

Hi Megan ¥

Reach out to our Customer Support Team with How can we help?

Questions or Concerns.

Send us a message >
We typically reply in under 3 minutes

Weekdays 7am — 7pm CST via chat or through email:
apricot@bonterratech.com

Apricot Status Page B4

Search for help Q

Bulletins >
Document Folder Merge Tool >

Apricot Foundational Webinar Course Catalog >

@ P ® @

Home Messages Help News

Powered by Intercom

¢¥ Bonterra.
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mailto:apricot@bonterratech.com?subject=Case%20Management%20-%20Support%20Request

Q&A

» Ask questions about functionality covered in this training
« Ask trainer to redo a demo
» Ask real-life application questions

* Or sign off and we will see you in the next training!

¢¥ Bonterra. 27



Thank you for attending!

We hope to see you
in future trainings.
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