Making Forms Relevant with
Conditional Questions

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 for our session is show you ways to make your forms more relevant
and user friendly via our Form Logic feature by creating conditional rules
that impact the behavior of other questions within the form.
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Agenda

= (Overview

s How to Configure

s Reminders & Tips
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Overview
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Overview

Ability to set conditions within a form to impact the behavior of other fields or sections.

Benefits

Prioritize
Relevance
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How to Configure
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How to Configure Form Logic

Step 1: Enable Form Logic.
Step 2: Create related fields.
Step 3: Add Conditions.
Step 4: Add Actions.

Step 5: Publish and test!

¢¥ Bonterra. g



How to Configure Form Logic

Step 1: Enable Form Logic.
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Client Intake

Form Properties (Tier 1)

Foam Mame
| Client Intake
Description
Client Name Ole
| First ||
g
client wpe Settings F"c-g'a-m Assignment Type :
a [[]Hide from Navigation Menu |A55|gn records to user's active progr v|
W Adl_"”t [ Allow Copies
() Child

(] Enable In Apricot Results Reporting
Enable Form Logic

Record Mame Field
Child Information v |Record ID v
Quick View Fields

= Client Name

Current Grade

[:] K History
O 1 First published by: Ryan Bittick
O 2 Last published by: Ryan Bittick

« Client Name

Searchable Fields .

[:] 2 Apply e
O a4
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How to Configure Form Logic

Step 2: Create related fields.
» Field(s) to trigger rule.

» Section(s) or Field(s)
Impacted by the rule.

« Choose pre-action settings.
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Employed
) Yes
) Mo
Employer
Weekly Hours Field Properties (text)
Display Mame
| Employer
I|||n|'|'|;|'||1!|r Income Standard Properties
(] Required () Duplicate Check [ Locked
[] Quick View [ ] Searchable I Hidden
[ Restricted Clear On Copy
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How to Configure Form Logic

Step 3: Add Conditions.

« One or more field triggers.
« Select Inverse for opposite.
« Can use AND or OR logic.

 Equals/Is Empty

» Before / After / Between
 This Week / Month / Year

* Begins / Ends With / Contains
 Greater / Less Than / Between
* Matches (Options)
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Form Rules =

¥ Employed?

+ Conditions
Employed Matches Any Of Yes
Participant Name |s Not Empty

Condition Logic

|1and2

+ Actions

Condition Properties

Field

| Participant Name

Is Not Empty »

Oplions

Inverse

X
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How to Configure Form Logic

Step 4: Add Actions.
 Field or Section level.

e Can include multiple.

Form Rules »

v Employed?
+ conditions
Employed Matches Any Of Yes
Participant Name |s Not Empty

Condition Logic

Action Properties

ype
(@ Fields
() Sections

Action

| Require A

Field

v

| Employer
Field will be unhid

El

[and2
+ actions

Field Section o =

«  Unhide * Unhide R

* Require + Expand _

« Lock « Scroll To

« Highlight * Require All Fields Within

« Use Lookup List ¢ Lock All Fields Within

e Set Value
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How to Configure Form Logic

Step 5: Publish and test.

» Always check your work!

Demographic Information v
Marital Status

Gender
Race

|Black or African American

Ethnicity

Marital Status
--Please Select-- v
Employed
() Yes
@ Mo

Demographic Information »

Gender

Race

[Black or African American v
Ethnicity

--Please Select-—- v

Employed
@ Yes
() No

*Employer

This field is required.

*Weekly Hours

This field is required.
*Monthly Income

$1,000.00
Thiz field is required.
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Reminders & Tips
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Reminders & Tips

1. Too many Form Logic Rules can slow down a form.

2. Consolidate Form Logic rules when possible if resulting Action is the same.

Form Rules » New Rule

¥ Child &

+ Conditions
1 Client Type Matches Any Of Child
2 Age s Less Than 18

Condition Logic

e

+ Actions

e

» Adult o
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Reminders & Tips

1. Too many Form Logic Rules can slow down a form.
2. Consolidate Form Logic rules when possible if resulting Action is the same.

3. Where possible, group fields into a Section to reduce Action(s) needed.

Form Rules = New Rule

¥ Employed? e
+ Conditicns

Employed Matches Any Of Yes Action Properties

yoe
() Fields
@ Sections
Action

[ Unhide ~

Section

+ Actions

| Employment Information ~|

»Dateand T
» Upload
» Hyperlink
» Linking
» Specisl
» Smart Fiel

L:‘J:
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Reminders & Tips

1. Too many Form Logic Rules can slow down a form.
2. Consolidate Form Logic rules when possible if resulting Action is the same.

3. Where possible, group fields into a Section to reduce Action(s) needed.

4. Make sure you don’t end up with any empty Rules (Conditions or Actions) to avoid errors.

Form Rules v New Rule

» Employed? o
¥ New Rule ﬁ
+ Conditions
+ Actions
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Reminders & Tips

1. Too many For
2. Consolidate |
3. Where possib
4. Make sure yol

5. If you need to

6. Be mindful the
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Field Category Field Type Actions
(&1l Field Types)
Text, Hyperlink Append Only Highlight
Dynamic Text Use Lookup List
Website Set Value

Mumeric

Dvnamic Number

Date and Time

Dropdown Date
Scheduler

Linking

Auto Populate
Dynamic Checkboxes
Dynamic Dropdown
Link

User Creation

Special

Email Triggers (coming 8/28/20)
Record Lock

Funders (AFF only)

Grant (AFF)
Grant Invitation (AFF)
Review Assignment (AFF)

Svstem Fields

Record |D
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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!
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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
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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!
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Thank you for attending!

We hope to see you
in future trainings.
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