Apricot
Designing Forms for Effective
Reporting: A Best Practice Guide

& Bonterra.




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

o= Best Practices
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Overview of Field Choices
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Field Choices

Field Choice Categories

1.

2
3.
4

Demographic
Date and Time
Option
Hyperlink

¢¥ Bonterra.

Participant Profile

Profile Details «

fParticipant Name al Intake Date
| First || Middle || Last | [wmppryyy |8
‘Date of Birth O

MMDDYYYY | B

Client Status How did you hear about us?
() Active [] Internet
O Inactive ] Newspaper
() Other [] Radio
(] Other
Client Phone Number Client Email
| I I |ext. | | | customer_care@apricot inf |

Demographic Information =

Gender Race



Field Choices

Field Choice Categories

Demographic
Date and Time
Option
Hyperlink
Numeric
Calculation
Text

Upload

© 0 N o 0o bk~ WD E

Special fields
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Demographic Information «

Gender Race
--Please Selact- v [--Flease Selsct-- |
Marital Status Ethnicity
—-Please Select—- --Flease Select--w
Employed Parent
 Yes —Flease Select—w
|'__; Mo
Monthly Income Annual Income
57,000 00 C—
Employer Attach Doc

| | [ Choose File | Mo file chosen

Up to 25 MB

Signature - Verify all Information is correct.
Name

[Full Name
Signature




Field Choices

Field Choice Categories

Demographic

Date and Time

Option Associated Household v

Hyperlink Linked Household Profile (Linking Field) ©
. Hide Deactivated Links
Numeric =

Calculation
Text

Upload

© 0 N o 0o bk~ WD E

Special fields
10.Linking fields
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Report Builder Expected
Behavior



Expected Behavior - Fill - In The Blank Fields

Participant Profile

Demographics

* Preformatted Profile Details «

* Fill in the blank

*Participant Name al Intake Date

| First |[ Middle || Last || [mmpDryyy |8
*Date of Birth O
[ MmpDrvyyy |8

Client Status How did you hear about us?

) Active [ Internet
O Inactive (] Newspaper
() Other

[] Radio
[ Other

Client Phone Number Client Email

| I I |ext. | | | customer_care@apricot inft

¢¥ Bonterra. 1



Expected Behavior - Fill - In The Blank Fields

Demographics

 Preformatted
* Fill in the blank

* Responses Not Uniform

¢¥ Bonterra.

¥ Filters

Client List =

B Forms

¥ Limit Sections

Data from the Name, Report last run May 19th 2023, 11:51 am
Demographic Field Click to refresh data

Displaying 60 of 60 Rows (Expand All Cells)

Date of Birth "w Intake Date Client Status " Ethnicity "a
Adam Voght 09/21/1987 02/14/2023 Female
Alicia Henry 08191965 04,/04/2017 Active Female Mon-Hispanic
Alonzo LzBatsille 03/047/1998 090972016 Active Male Hispanic
Alonzo LzBarca 04/03/1998 021042010 Active Male Mon-Hizpanic
By Singer 10/01/1978 0514,/2016 pending Male Hizspanic
Andrew Jones 05161985 09/01/2016 Active Male Non-Hispanic
April Billingslea 04151982 05/24/2013 Active Female Non-Hispanic
Aszher Billingslea 06/09/1984 06,/01/2013 Active Male Non-Hispanic
Ashton Carter 06/12/2003 06/20/2016 pending Male MNon-Hispanic
Austin Hill 1/18/1957 0916/2016 Active Male Hispanic
LBeth  Crape  N06/04/1974 06/15/2013 Active Female Mon-Hizpanic
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Expected Behavior - Fill - In The Blank Fields

Demographics

B Forms
* Preformatted — +
. . ¥ Limit Secticns
* Fill in the blank
« Responses Not Uniform Reportiast jun ey forn 2020 1m0z em
* Don’t Graph Well New Graph _
Graph without
uniformed responses
- Adam Voght, 1 ~ Rian Yu
¢¥ Bonterra. 13



Expected Behavior - Fill - In The Blank Fields

Demographics

 Preformatted
* Fill in the blank

* Responses Not Uniform
* Don’t Graph Well

« (Good for lists & counting

¢¥ Bonterra.

Client List =

» Forms
W Filters +

¥ Limit Sections

Data from the Name,
Demographic Field

Report last run May 19th 2023, 11:51 am
Click to refresh data

Displaying 60 of 60 Rows (Expand All Cells)

Date of Birth Intake Date " Client Status " Ethnicity “a
Adam Voght 092111957 02/14/2023 Female
Alicia Henry 08191965 04,/04/2017 Active Female MNon-Hispanic
Alonzo LaBatsille 03/04/1998 09/08/2015 Active Male Hispanic
Alonzo LzBarca 04/03/1998 021042010 Active Male Mon-Hizpanic
Ay Singer 10/01/1978 0514/2016 pending Male Hizpanic
Andrew Jones 0516/1985 09/01/2016 Active Male Non-Hispanic
April Billingzlea 047151882 05/24/2013 Active Female Non-Hizpanic
Azher Billingslea 06/09/1984 06,/01/2013 Active Male Mon-Hispanic
Ashton Carter 06/12/2003 06/20/2016 pending Male Non-Hispanic
Austin Hill 1118/1897 0916/2016 Active Male Hispanic
LBeth  Crape  I06/04/1974 06/15/2013 Active Female Mon-Hizpanic
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Expected Behavior - Fill - In The Blank Fields

Other Field Choices Like this

Participant Profile

Profile Details «

« Email & Hyperlink

*Participant Name al Intake Date
| First || Middle || Last | [wmmpbDyyyy |8
*Date of Birth Ol

[ MmDDvYYy |8

Client Status How did you hear about us?

0 Active (] Internet
O Inactive (] Mewspaper
() Other () Radio

[ Other

Client Phone Number

L L Jex ||

Client Email

| customer_care@apricot.inft

¢¥ Bonterra. 15




Expected Behavior - Fill - In The Blank Fields

Other Field Choices Like this
« Email & Hyperlink

« Signature

» Text Elements
« Employer field

¢¥ Bonterra.

Demographic Information =

Gender
--Flease Seleci-- v
Marital Status
--Please Select-- v
Employed
) Yes
) No
Monthly Income
$1.000.00
Employer

Race

[--Please Select--

v]

Ethnicity

--Please Select-- w

Parent

--Flease Select-- v

Annual Income

I

Attach Doc

[ Choose File | No file chosen

Signature - Verify all Information is correct.

Up to 25 MB
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Expected Behavior - Fill - In The Blank Fields

Other Field Choices Like this
Service Information =
- Email & Hyperlink

° Slg hature This form should be completed when a client receives any
individualized service.

 Text Elements

« Employer field
. *Service Type *Funding Source
* Notes fields |--Please Select-- v |—Please Select-- w |

*Service Date

*Service Time in Hours

Service Notes »

Service Notes

Motes
NOTES

¢¥ Bonterra. 17



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

¢¥ Bonterra.

Client List =

P Forms

W Flters

¥ Limit Sections

Search

Adam Voght
Alicia Henry
Alonzo LzBatzille
Alonzo LaBarca
Alvy Singer

Andrew | Jones

April Billingslea

Date of Birth

a
08/21/1987
D8/19/1965
D3/04/1998
D4/03/1998
10/01/1978

D5/16/1985

041151982

Report last run May 19th 2023, 12:JRELE from other fill
Click to refresh data in the blank fields

Intake Date
.

02/14/2023
04/04/2017
08/08/2016
02/10/2010
05/14/2016

09/01/2016

05/24/2013

Active
Active
Active
pending

Active

Active

Q| Displaying 60 of 60 Rows (Expand A

Gender

V.

Female

Female

Male

Male

Male

Male

Female

Client Email " Employer "
adamv@officemail.com unemployed
henry.alicia@ymail.com Adcomm LLC
AlonzocL@gmail.com Comcast

alonzorocks@mymail.com | not working

alvy.singer@amail.com Bass Productions
aj@ymail.com Target
aprilo@yahoo.com MicroCorp

Ethnicity

a

Non-
Hispanic

Hizpanic

Non-
Hispanic

Hizpanic
Non-
Hispanic
Non-
Hizspanic
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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

¢¥ Bonterra.

Demographic Information v

ce
—-Pleas
thnici
Flease Select-w —Flease Select—- v
Employed Parent
7 Yes [--Please Select-- v |
Mo
Monthly Income Annual Income
FT000 ]
Employer Attach Doc
[ | | [ Choose File | Mo file chosen
Up to 25 MB

Signature - Verify all Information is correct.
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Expected Behavior - Fill - In The Blank Fields

Client List =

Note on Text Fields:

P Forms

* What makes sense for data entry, may vl
not be best for reporting. Limit Sections

« Making Employer field a text field works Report last run May 15th 2023, 12:24 pm
Click to refresh data
well for data entry
[ Search Q| Displaying 60 of 60 Rows (Expand All Cells)
« Empl field as text tai
mpiloyer t1ield as textwont give Date of Birth  Intake Date  Client Gender . o Employer % Ethnicity
Va Va Status Y Va Va
aCCU rate perce nt Of em p oned VS ' |Adam | Voght | 09/ 1987 | 0214/2023 | | Female |adamv@oﬁicemail.cﬂm unemployed
u n em pl oyed I n repo rts . Alicia Henry 08/19/1965 04/04/2017 | Active Female henry.alicia@ymail.com Adcomm LLC h;ll;n.:
| Alonzo | LaBatsille | 03/04/1998 | 09/09/2016 _ Active _ Male | AlonzoL@gmail.com Comcast Hispanic
Alonzo ‘ LzBarca ‘ 04/03/19398 ‘ 02102010 ‘ Active Male alonzorocks@mymail.com | not working h;lra-an'“
Ay Singer 10/011978 05/14/2016 pending Male alvy singer@gmail.com Bass Productions | Hispanic
Andrew | Jones 05/16/1985 09/01/2016 Active Male aj@ymail.com Target E.:’”- o
ispanic
April Billingslea 04/15/1982 05/2472013 Active Female aprilb@yahoo.com MicroCorp rljii::;:\-a’.':

¢¥ Bonterra. 20



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

¢¥ Bonterra.

Client List v

B Farms
B Filters +

roup Filters
¥ Group Fil +
W Limit Sections
Report last run May 19th 2023, 12:46 pm
Click to refresh data
Displaying 5 of 18 groups. Results limited to the first group.
New Graph ﬂ=
Adcomm LLC.1 - ~ Wimeo LLC, 1
Art Institute Austin, 1 ~— unemployed, 1
Austin AISD, 1 . .~ Target, 1
Bames & Noble, 1 — —— State of Texas, 1
Bass Productions, 1 —— not working, 1
Burns Inc., 1 - NolCorp, 1
Central Perk Coffes, 1 — nia, 1
Comcast, 1 — "— MicroCorp, 1
Hizsy & Keinz Law Firm, 1 Medical Software Inc, 1



Expected Behavior - Option Fields

« Radio button, Dropdown,
Checkbox, Masked value,
Likert Scale

* Force uniformed answers

¢¥ Bonterra.

Demographic Information =

Gender
--Flease Select-- v

Marital Status

--Flease Seleci-- v
Employed

) Yes
(@ Mo
Monthly Income

51,000.00

Employer

Race
[--Please Select- v

Ethnicity
--Flease Select-- w

Parent

--Please Select-- v

Annual Income

e ]

Artach Doc

| Choose File | Mo file chosen

Signature - Verify all Information is correct.

MName

[Full Name

Signature

Up to 25 MB
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Expected Behavior - Option Fields

* Radio button, Dropdown,
Checkbox, Masked value,
Likert Scale

* Force uniformed answers

* Good for pulling statistical
numbers

¢¥ Bonterra.

Client List »
» Forms
¥ Filters +
¥ Limit Sections
Report last run May 19th 2023, 12:58 pm
Click to refresh data
Employment Status At Intake —
Data from the =
Employed - Y/N
Option Field.
-none-, 21.7%
— Yes, 56.7%
No, 21.7%
23



Expected Behavior - Numeric & Calculation Fields

Demographic Information =

* Currency, Decimal, Numeric,

i . Gender Race
Calculation fields [~Plesse Select- ]
. Marital Status Ethnicity
« Force uniformed answers

Employed Parent
O Yes
(@ Mo
Monthly Income Annual Income
L
Employer Attach Doc

| | [Choose File | No file chosen

Up to 25 MB

Signature - Verify all Information is correct.
MName

[Full Name
Signature

¢¥ Bonterra.



Expected Behavior - Numeric & Calculation Fields

e
* Currency, Decimal, Numeric,

P Forms

Calculation fields +

Filters
Monthly Income Is Between 300 and 4000 f

¥ Limit Sections

* Force uniformed answers

» Good for pulling statistical

nu mbers Report last run May :Ich 2023, 2:30 pm
Click to refresh data

Participant Profile Count

»* Nonbinary 4

[ Search Q| Displaying 4 of 4 Rows (Expand All Cells)
Date of Birth  Intake Date Client Monthly Income Ethnicity
a a Status Y V. a
Sarsh |Greene  |12/23/1987  |O7/15/2013  |Waiting List | Nonbinary |$2,500.00 Yes Central Perk ton-
Coffee Hispanic
Beth Crane 06/041974 06152013 Active Menbinary | $4.000.00 Yes Austin AISD H;::;anic
Jaguie |Thompson | 02/01/1985 Q61372016 Pending Monbinary |$2.000.00 Yes Barnes & Noble | Hispanic
Lizette | Williams 06121930 09/02/2016 | Active MNenbinary |$800.00 Mo Hispanic
Average (no zerces) Manthly
Income
£2,325.00

¢¥ Bonterra. 25



Expected Behavior - Date Fields

Participant Profile
» Date, Date Dropdown

* Force uniformed answers Profile Details v

*Participant Name al Intake Date
| First || Middle || Last | | [MmDDrYYYY |8
*Date of BirthO!
MmoDYYYY |E
Client Status How did you hear about us?
() Active [] Internet
O Inactive [ Newspaper
() Other (] Radio
[] Other
Client Phone Number Client Email
ol fext| | | customer_care@apricot inft

¢¥ Bonterra.



Expected Behavior - Date Fields

« Date, Date Dropdown
 Force uniformed answers

* Good for pulling statistical
numbers

¢¥ Bonterra.

Client List

¥ Forms
Participent Profile
Program Enrollment and Exit
¥ Filters +
Intake Date |s Between 01/01/2016 and 12/31/2016
Filter Logic
[1and2

¥ Limit Sections

, 2133 pm

Days Between

Date Calculation

[Search

Intake Date  Enrollment #Days bfn Intake & Employed Employer
= Date " Enrollment b b

- -

Jen Fulton 07181880 | 10A12/2016 | 0N/23/2017 103 Active Female | 5100000 Hizpanic
Kris Oppenheimer |05/02/1987 | 10113/2016 | 01/24/2017 103 Active Female | 5120000 nic;r;:anic
llliana | Pallmissiano |03/16/1385 | 10115/2016 | O1/28/2017 103 Active Female |%3,500.00 HET:@ nic
Jessica | Ling 08/23/1965 |1018/2016 | 01/29/2017 | | 103 Active Female | $1.000.00 Hi‘;’;'ani .
Kendra | Roberts 05/25M1998 |10/19/2016 | 01/30/2017 | | 103 Active Female |$3.750.00 Hi‘;’;:ani -
Luis Ortiz gil i’ ii’ ﬁ;ﬁ QH "zg ﬁ g -'aii‘ag]; Q; Active Male $1,575.00 Hizpanic

27



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”

Option Fields
Numeric Fields
Calculations Fields
Date and Time Fields

¢¥ Bonterra.

Good for Listing Things
Use if answer is “No”’

Demographic Fields
Text Fields

Upload Fields
Hyperlink

29



Additional Resources

¢¥ Bonterra.



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. 31


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

Reach out to our Customer Support Team with
Questions or Concerns.

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

¢¥ Bonterra.

32


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. 33



Thank you for attending!

We hope to see you
in future trainings.

& Bonterra.
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