
Apricot
Becoming a Strong Admin

We will begin shortly! 
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Meet Your Trainer

Jaime Ransom

Training & Development Associate
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Learning Objective

To help attendees understand the best practices and expectations of a 
user in the Administrator role 
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Agenda
Role Of An Administrator

Admin Duties In Implementation

Admin Duties After Go Live

Role Of An 
Administrator

Admin Duties In 
Implementation

Admin Duties After Go 
Live
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Role of an Administrator
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Role of an Administrator

• Access to Data Entry & Design Tools.

• Defines what users can see

• Support users 

• Can have 2 people fill this role
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Role of an Administrator

Two Phases

1. Implementation 
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Role of an Administrator

Two Phases

1. Implementation 

2. Tracking Live Cases
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Admin Duties During 
Implementation
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During Implementation

• Learn the software
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During Implementation

• Learn the software

• Work with your Project Manager on design
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During Implementation

• Learn the software

• Work with your Project Manager on design

• Prepare for Launch
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Learn the Software

• Data entry & Admin functionality

• Informed decisions

• Ensures design best meets your organization’s needs
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Learn the Software

Suggested Learning Path

1. Apricot 101, 201, 301
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Learn the Software

Suggested Learning Path

1. Apricot 101, 201, 301

2. Administrator Features in Bonterra Academy
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Learn the Software

Suggested Learning Path

1. Apricot 101, 201, 301

2. Administrator Features in Bonterra Academy

3. Register for Free account (link in chat)

1. Code; CORE ADMIN
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Work with Project Manager

• Fine tune your design
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Work with Project Manager

• Fine tune your design

• Sharing S.O.P.s & giving feedback
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Work with Project Manager

• Fine tune your design

• Sharing S.O.P.s & giving feedback

• Designing forms or reports*
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Prepping for Launch

• Defining Staff Access
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Prepping for Launch

• Defining Staff Access

• Creating User Accounts
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Prepping for Launch

• Defining Staff Access

• Creating User Accounts

• Training Staff
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Admin Duties After Go Live
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Duties After Go Live

• Supporting Staff

• Managing Records

• Modifying Your Design

• Training New Users
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Supporting Staff

• Updating Access

• Answering Questions

• Liaison with Support
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Supporting Staff

• Audit Report

• Reminders to Log In

• Reminders to complete specific forms
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Managing Records

• Data Integrity Reports

• Refresher Trainings
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Modifying Design

• Modify existing Forms 

• Create or Modify Reports
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Training New Users

• New Hires

• Bonterra Academy

• Walk through your system



31

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!

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
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Customer Support

Reach out to our Customer Support Team with 

Questions or Concerns.

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

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

We value your feedback!



Thank you for attending!

We hope to see you
 in future trainings.
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