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Meet Your Trainer

Jaime Ransom 

Training & Development Associate
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Learning Objective

Help Administrators understand how the report builder in Apricot 
interacts with various field choices in the Form Design tool so that they 
can make informed decisions when designing or modifying forms. 
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Agenda
Overview of Field Choices

Report Builder Expected Behavior

Best Practices

Overview of Field 
Choices

Report Builder 
Expected Behavior

Best Practices
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Overview of Field Choices
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Field Choices

Field Choice Categories

1. Demographic

2. Date and Time 

3. Option

4. Hyperlink
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Field Choices

Field Choice Categories

1. Demographic

2. Date and Time 

3. Option

4. Hyperlink

5. Numeric 

6. Calculation 

7. Text

8. Upload 

9. Special fields 

10.Linking fields
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Report Builder Expected 
Behavior



11

Expected Behavior – Fill - In The Blank Fields

Demographics

• Preformatted 

• Fill in the blank 
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Expected Behavior – Fill - In The Blank Fields

Demographics

• Preformatted 

• Fill in the blank 

• Responses Not Uniform

• Don’t Graph Well

• Good for lists & counting
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Expected Behavior – Fill – In The Blank Fields

Other Field Choices Like this

• Email & Hyperlink 



16

Expected Behavior – Fill – In The Blank Fields

Other Field Choices Like this

• Email & Hyperlink 

• Signature

• Text Elements

• Employer field



17

Expected Behavior – Fill – In The Blank Fields

Other Field Choices Like this

• Email & Hyperlink 

• Signature

• Text Elements

• Employer field

• Notes fields



18

Expected Behavior – Fill – In The Blank Fields

Other Field Choices Like this

• Email & Hyperlink 

• Signature

• Text Elements

• Employer field

• Notes fields

• Responses Not Uniform

• Good for lists & counting
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Expected Behavior – Fill – In The Blank Fields

Note on Text Fields:

• What makes sense for data entry, may 

not be best for reporting. 

• Making Employer field a text field works 

well for data entry 
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Expected Behavior – Fill – In The Blank Fields
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Expected Behavior – Fill – In The Blank Fields

Note on Text Fields:

• What makes sense for data entry, may 

not be best for reporting. 

• Making Employer field a text field works 

well for data entry 

• Employer field as text won’t give 

accurate percent of employed vs. 

unemployed in reports. 

• Due to lack of uniformed answers
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Expected Behavior – Option Fields

• Radio button, Dropdown, 

Checkbox, Masked value, 

Likert Scale

• Force uniformed answers
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Expected Behavior – Option Fields

• Radio button, Dropdown, 

Checkbox, Masked value, 

Likert Scale

• Force uniformed answers

• Good for pulling statistical 

numbers
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Expected Behavior – Numeric & Calculation Fields

• Currency, Decimal, Numeric, 

Calculation fields

• Force uniformed answers
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Expected Behavior – Numeric & Calculation Fields

• Currency, Decimal, Numeric, 

Calculation fields

• Force uniformed answers

• Good for pulling statistical 

numbers
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Expected Behavior – Date Fields

• Date, Date Dropdown

• Force uniformed answers



27

Expected Behavior – Date Fields

• Date, Date Dropdown

• Force uniformed answers

• Good for pulling statistical 
numbers
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Best Practice
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Best Practice

Question to Ask When Designing Forms:

Will I need to pull statistical data from this field? 

Good for Pulling Stats 

Use if answer is “yes”

Good for Listing Things

Use if answer is “No”

Option Fields Demographic Fields

Numeric Fields Text Fields

Calculations Fields Upload Fields

Date and Time Fields Hyperlink



30

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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