Apricot
Modifying Forms

& Bonterra.




Meet Your Trainer

Jaime Ransom

Training & Development Associate
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Learning Objective

Review best practices making changes to existing Forms in Apricot so
that Administrators can make informed decisions when updating the
system design.

¢¥ Bonterra.



Agenda

mm Adding New Fields

mm Removing Fields

mm Replacing Fields

mm esting Your Design
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Adding New Fields



Adding New Fields

« Can be done at any time
« Must publish changes to use

¢ Bonterra.



Adding New Fields

« Can be done at any time
« Must publish changes to use

» Fields will be unanswered for existing records

¢¥ Bonterra.

% Search Records

nt Profile

Household Profile

Caseworker Profile

Classes Offered

> My Apricot Tools

Participant Profile

Participant Profile Search

|- Add Search Field - v | Browse All

Showing 1- 20 of 54 available Participant Profile records

Participant Name Ya | Date Of Birth Y| Are You A Veteran? " | Client Status % |

Alicia Henry 08/19/1965 Active
Alonzo LaBarca 04/03/1998 Active
Alonzo LaBatsille 03/04/1998 Active
Alvy Singer 10/01/1978 Active
Andrew Jones 05/16/1985 Active



Adding New Fields

« Can be done at any time
« Must publish changes to use

» Fields will be unanswered for existing records
* Update manually
* Use Import Tool
* Report on the field from publish date forward

¢¥ Bonterra.

% Search Records

nt Profile

Household Profile

Caseworker Profile

Classes Offered

> My Apricot Tools

Participant Profile

Participant Profile Search

|- Add Search Field - v | Browse All

Showing 1- 20 of 54 available Participant Profile records

Participant Name Ya | Date Of Birth Y| Are You A Veteran? " | Client Status % |

Alicia Henry 08/19/1965 Active
Alonzo LaBarca 04/03/1998 Active
Alonzo LaBatsille 03/04/1998 Active
Alvy Singer 10/01/1978 Active
Andrew Jones 05/16/1985 Active



Adding New Fields

« Does NOT impact existing reports

¢¥ Bonterra.



Adding New Fields

 Does NOT impact existing reports Form Designer Reports EXPAND ALL

« Edit report to include new field Report Center

Select the Report You Wish to Modify Below

. . -
Data Archives Client Services ﬁ

# Client List b
Report Migrations

W Service Stats B

Record Manager

WU Client Status P

¢¥ Bonterra. 10



Adding New Fields

« Does NOT impact existing reports
« Edit report to include new field

» Existing records will have blank
values

¢¥ Bonterra.

New Section v

W Forms

Participant Prefile

W Filters +

w Limit Sections

Click to refresh data
Results limited to the first 10 Rows.

Firsl-n' Last -n' Date of -ﬂ' Intake -ﬂ' Client -n' Gender-n' Ethniciqr-n' Areyoua 'n'

Birth Date Status Veteran?
Alicia Henry 08M19/1965 04/04/2017 Active Female Mon-
Alonzo | |LaBatsille | |03/04/1998 | |09/09/2016 | |Active Male Hispanic
Alonzo | |LaBarca | |04/03/1998 ||02/10/2010 | |Active Male Hispanic |
Alvy Singer 10/01/1978 05/14/2016 | | Active Male r':'?;; e ‘
Andrew lones 0516/1985 09/01/2016 Active Male Hispanic |
April Billingslea | | 04/151982 05/24/2013 Active Female Non-
Asher Billingslea | | 06/09/1984 06/01/2013 Active Male Hispanic ‘
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Adding New Fields

Steps

* Open the Form in the Edit View

¢¥ Bonterra.

“ Form Designer
Standard Forms
Templates
Queries
Lookup Lists
Smart Field Presets
Users Form
Programs Form

Edit Templates

> Report Center

Participant Profile

Profile Details «

Participant Name ak ﬁ

[ First |[ Middle | [ 06rs2023 |E
Last

Date of BirthOl* g’

MM/DDYYYY |

Client Status g’
() Active

nactive

() Other

How did you hear about us? g’

COLLAPSEALL

Field Choices

» All

» Demographic
» Option

» Text

» Numeric

» Calculation

» Date and Time
» Upload

» Hyperlink

» Linking

» Spacial

» Smart Fields

Peauirements
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Adding New Fields

Steps
* Open the Form in the Edit View

» Choose the appropriate Field Choice

¢¥ Bonterra.

Participant Profile ﬂ' COLLAPSE ALL
Profile Details « Field Choices
» Al
> Dern_Dgraphic
Participant Name ok 'l:l' Intake Date 'n' '.ng;;;nkbm

| First || Middle | 06/152023 |& + Dropdown
Last * Likert Scale
a2 + Maszked Dropdown

+ Mazked Radio Button

+ Milestones/Goals
Date of Birth Ol 'ﬁ'

» Multi-5elect Dropdown
MM/DDYYYY |E e + Radio Button |
¥ Numeric
Client Status 'ﬁ' How did you hear about us? 'n' "I'n °"'"I' : 'i"”‘
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Adding New Fields

Steps
* Open the Form in the Edit View

» Choose the appropriate Field Choice
« Manage the Field Properties

» Click Apply

¢¥ Bonterra.

Participant Profile

Display Mame

' Field Properties (radio button)

|Are you a Veteran?

Standard Properties

Field Choices +

[C] Required (] Duplicate Check
[ Quick View []Searchable
[]Restricted (] Clear On Copy

Click to manage
Field Properties

| Yes

(Mol

Bulk Entry

[ Allow Other

Special Properties

Default Value

Tooltip

[[J Secure Field (role permissions required to view information)

P

did you hear about us? 'n'
nternet

Mewspaper

Radio

Other

t Email 'ﬂ'

Delete Apply

4

pmer_care@apricot.info |




Adding New Fields

Steps

Open the Form in the Edit View
Choose the appropriate Field Choice
Manage the Field Properties

Click Apply

Publish Changes

¢¥ Bonterra.

Participant Profile

Profile Details v

Participant Name (]2 Intake Date
First |[ Middle |[Last [ 06152023 B
Date of Birth O* Are you a Veteran?
MM/DD/YYYY | O Yes
() No

Client Status
() Active
(O Inactive
() Other

Client Phone Number

[

How did you hear about us?
[ Internet
[] Newspaper
[ Radio
[] Other

client Email

|customer_care@apricot.info |

&

&

ﬁ E a Save Form

&

COLLAPSEALL

Field Choices

Requirements
v

Form Actions

L] lemplatize

ﬁ Previous Version
@ Deactivate Form
& Form Permissions
ﬂ Return to Form List

[] show/Hide Inactive Fielda
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Removing Fields
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Removing Fields

3 options:
 Lock
 Hide

 Deactivate

¢¥ Bonterra.

{

| Field Properties (dropdown) kd

| | Display Name
| Ethnicity |
Standard Proparties
[ Required [ Duplicate Check
(] Quick View [[] Searchable
[ Restricted [l Clear On Copy

Field Choices +

| Hispanic |

| Mon-Hispanic |

Bulk Entry

(] Allow Other

Special Properties

[ Secure Field (role permissions required to view information)
Default Value |

Tooltip

P

I Deactivate

e E
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Removing Fields

When to use each option:

» Lock shows on data entry & reports

¢¥ Bonterra.

Participant Profile

COLLAP!

Profile Details Client List

Demographic Information v

Ethnicity @

Non-Hispanic v

Marital Status

Locked Fields show both on
Data entry tab and in Reporting

Report last run June 15th 2023, 4:30 pm
Click to refresh data

Employed

Displaying
?fta of Birth " | Ethnicity = c:: ;:.;.1 : o

Alicia Henry 08/19/1965 /2017 Active Female hgr:)-aﬁ:
Alonzo | LaBatsille 03/04/1998 09/09/2016 | Active Male Hispanic
Alonzo | LaBarca 04/03/1998 | 02/10/2010 | Active Male hf;”p'a,lc
Alvy Singer 10/011978 0514/2016 Active Male Hispanic
Andrew | Jones 05/16/1985 | 09/01/2016 | Active Male hf;’;a_ic
April Billingslea 04/15/1982 | 05/24/2013 | Active Female ﬁi‘;’;ﬂ 5
Asher  Billingslea | 05/09/1984 | 0B/01/2013 | Active Male Eg‘;hi:

18




Removing Fields

When to use each option:

» Lock shows on data entry & reports

« Hide shows on reports only

¢¥ Bonterra.

Participant Profile

COLLAPSI

Profile Details »

Client List

» Farms
¥ Filters +
¥ Limit Sections

Marital Status
[~Please Select- v | - -
SRSt opeth v Hidden Fields no longer show on the data

Employed entry sereen both when ediﬁng existing Report last run June 15th 2023, 4:30 pm
Click to refresh data

records and when creating new records
BUT the data shows in reports
- ~

Date of Birth  Intake Date *ander Ethnicity Are you a

AN h a a Veteran? “a
A ry [19/1965 4/04/2017 - Non-
Alicia Henry 08/19/1965 04/04/2017 Active Female Hispanic
Alonzo | LaBatsille 03/04/1998 09/09/2016 | Active Male Hispanic
Alonzo | LaBarca 04/03/1998 | 0210/2010  Active Male t-[:;—anc
Alvy Singer 10/011978 05/14/2016 Active Male Hispanic
Andrew | Jones 05/16/1985 08/01/2016 Active Male hgr;—a nic
April Billingslea 04/15/1982 05/24/2013 Active Female h%’;ﬁ o
Asher | Billingslea | 06/09/1984 | 08/01/2013 | Active Male h!’“' ;

ispanic
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Removing Fields

When to use each option:

» Lock shows on data entry & reports
« Hide shows on reports only

« Deactivate not visible on data entry nor
reports

« Remove field from reports first

¢¥ Bonterra.

Participant Profile

Demographic Information =

COLLAPSI

Profile Details »

Marital Status

Employed

g-_

Client List

urn 'Ethnicity’ is no lenger active

COLLAP:

CAICK here to repo

The field "Ethnicity’ referred to by the cal
Cli

20
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Replacing Fields



Replacing Fields

« Change formatting of field

¢¥ Bonterra.

Services

Quick View Information

Service Information =

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

*Service Date

MM/DD/YYYY |

*Service Type

| -Please Select-- hd

*Service Time in Hours

COLLAPSEALL

Contact Method

*Funding Source

| --Please Select— v |

22



Replacing Fields

« Change formatting of field

* Replace with more optimal Fields

¢¥ Bonterra.

Incoming Referral

&

Main Contact Info =

All information is cenfidential and Will Not be shared without your written

consent.

Client Name & gl

o]

&

Intake Date * ﬂ'

06162023 B3

Date of Birth &% o

[First |[Middle || Last | [MMDDYYYY |E

Cell Phone £+  WorkPhone &
LI L Jese[ | [ [ Jext
Email ﬂ How did you hear about ﬂ'

[customer_care@apricot.infi|

Referring Organization Name

|—Please Select— v |

us?
[] Internet
[] Mewspaper
[ Qutreach Event
[] Referral Partner
[ Other

Status ﬂ'

() Pending
() Enrolled




Replacing Fields

« New field will NOT have data associated
with it

¢¥ Bonterra.

Participant Profile

Participant Profile Search

[ Add Search Field — w | Browse All

Contact Method (Services) Clezr Field X

--Flease Select-

Showing 1- 20 of 51 matching Participant Profile records More Columne...
I g T T T
1 Adam Voght 0g/m 1987 adamv@officernail .com Female
4 | Alicia Henry 08/19/1865 Active henry.alicia@ymail.com Female Yes
Displaying 4 Services records. e @ TR
ey Rezource provided information on local family health care
04/30/2023 | geccion e : facilities
First family coaching session. Family seeking
. Family - T support to help get o the zame page with
U IR Coaching e 248 parenting styles, to reduce sibling fighting and
improve family communication.
Introduced family to gentle parenting approach.
AP Family - - Explained basic principles of setting boundaries
i dad Coaching HHE 20 and offered tools to help de-escalate sibling fights
that occur.

24




Replacing Fields

« New field will NOT have data associated
with it

« 2 0ptions:

* Report on Old field to see records
created prior date change is made.

¢¥ Bonterra.

Archived Contact Method Report

Archived Contact Location Method Data =

w Limit Sections

COLLAPSE ALL

Repart last run June 16th 2023, 3:52 pm
Click to refresh data

[Search Q|
First " Last "
Adam Voght
Alicia Henry
Alonzo LaBarca
Alvy Singer
Cherise Alexander
Heather Carter
Heather Lightfoot
llliana Pallmissiano
Jacoh Smithers

Displaying 11 of 11 Rows
Service Date ™
03/07/2023
03/07/2023
03/07/2023
03/07/2023
03/07/2023
03/29/2023
03/29/2023
03/29/2023
03/28/2023

(Expand All Cells)

Contact Method =

Fhone Call
Phone Call
Fhone Call
Phone Call

Phone Call

Ernail
Ermail

Email

Ernail
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Replacing Fields

« New field will NOT have data associated
with it
« 2 0ptions:

* Report on Old field to see records
created prior date change is made.

OR

 Run a Report to export existing data to
Excel.

« Use Import Tool to upload existing data
into new field.

¢¥ Bonterra.

Contact Location Method Data

Contact Location Method Data «

B Forms

B Filters

Note the inclusion of duplicate
check fields & the Record ID, they

are needed for successful import.

Digplaying 11 of 11 Rows

Last "

Adam | Voght 09/211987

Alicia Henry 08/19/1965
Alonzo | LaBarca 04,/03/1998
Alvy Singer 10/1a78

Cherise | Alexander | 02/28/1969
Heather Carter 04/18/2003

Heather | Lightfoot 03/06/1999

Client Record
ID =

688
790
239
461
624
687

Data from old

03072023
03072023
03/07/2023
03072023
03072023
03/29/2023
03292023

(Expghd All Cells)

Contact Service Record
Method == I =

Phaone Call

Phaone Call 870

Phone Call a7

Phaone Call 872

Phaone Call 873

Email 874

Email 875

COLLAPSEALL

Report Actions
& Edit
' Refresh All Sections

B Print Mode

|1| Export

B Full Screen
B Reset Filters

4 Return to List
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Replacing Fields

Steps to Replace Fields:

1. Export current Data
(optional)*

¢¥ Bonterra.

Contact Location Method Data

Contact Location Method Data =

k Forms

B Filters

Note the inclusion of duplicate
check fields & the Record ID, they Sth 20

are needed for successful import.

Displaying 11 of 11 Rows

First =

Adam
Alicia
Alonzo
Alvy
Cherise
Heather

Heather

Last "

Woght
Henry
LaBarca
Singer
Alexander
Carter

Lightfoot

09/21/1987

08/13/1965
04/031998
10/01/1978

02/28/1989
04/18/2003
03/08/1999

Client Record
D =

it
790
239
481
624
B37

Data from old

Service Date

L
-

03/07/2023
03/07/2023
03/07/2023
03/07/2023
03/07/2023
03/29/2023
03/29/2023

field

(Expand All Cells)

Fhone Call
Phone Call
Fhone Call
Fhone Call
Phone Call
Ernail

Ernail

Service Record
ID =

870
a7

872
873
874

875

COLLAPSE ALL

Report Actions ¥
& Edit
= Refresh all Sections

B Print Mode

oty Export

B rull sereen
B Reset Filters

4y Return to List
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Replacing Fields

Steps to Replace Fields:

1. Export current Data
(optional)*

2. Rename the field you plan to
remove.

¢¥ Bonterra.

Services coLLapsE Attt
Service Information v

This form should be completed when a client

receives any individualized service.

Service Date * 'ﬁ' Contact Method archive 'ﬁ'

Mm/DDYYYY |E1 | |

Service Type* 'ﬁ' Funding Source * 'ﬁ'

| -Please Selact— v | —Please Select-- v |

Service Time in Hours * ﬁ'
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Replacing Fields

Steps to Replace Fields:

1. Export current Data
(optional)*

2. Rename the field you plan to
remove.

3. Remove the old field (Lock,
Hide, or Deactivate)

¢¥ Bonterra.

Services

SEMICA MBI Ficig Properties (text)

Display Mame

COLLAPSE Alﬁ

| Contact Method archive

This form should bg standara Properties

receives any indivic [] Required Duplicate Check [ ]Locked
[ Quick View [[] Searchable Hidden
. [] Restricted Clear On Copy
Service Date *
Special Properti
[MmDD/Yyy B | T
Field Width Default Value |
Service Type* Character Limit Hint
| --Please Select-—- | |
Tooltip
Service Time in Hours * £
Deactivate Apply

_d

29



Replacing Fields

Steps to Replace Fields:

1.

Export current Data
(optional)*

Rename the field you plan to
remove.

Remove the old field (Lock,
Hide, or Deactivate)

Add new field

¢¥ Bonterra.

Services COLLAPSE mﬂ
L

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

Service Date * 'ﬁ' Contact Method 'ﬁ'
[ MmpDYYYY |E [~Please Select—- v |
Service Type* 'ﬁ' Funding Source * 'ﬁ'
| --Please Select— hd | --Please Select-- v |
Service Time in Hours * 'ﬁ' Contact Method archive
30



Replacing Fields

Steps to Replace Fields:

1. Export current Data
(optional)*

2. Rename the field you plan to
remove.

3. Remove the old field (Lock,
Hide, or Deactivate)

4. Add new field
5. Publish Form

¢¥ Bonterra.

Form Actions

E Save Form

¥ Publish Form

[ Templatize

€ Previous Version
[Z] Deactivate Form
& Form Permissions

¥ Return to Form List

[ ] Show/Hide Inactive Fields
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Replacing Fields

Steps to Replace Fields:

1.

Export current Data
(optional)*

Rename the field you plan to
remove.

Remove the old field (Lock,
Hide, or Deactivate)

Add new field
Publish Form

Import original records into
new field (optional)*

¢¥ Bonterra.

> Form Designer

> Report Center

“ Record Manager

Archived Records

Record Audits

Access Control

Worlflow Station

Imports

Incoming Referral P

Participant Profile P
Services b
Program Enrollment and Exit #
Fositive Parenting Aszessment b

Workshop Attendance P

32



Testing Your Design

¢¥ Bonterra.



Testing Your Design

Open Data Entry Tab

Create a Fake Record

% Search Records

Household Profile

Caseworker Profile

Classes Offered

¢¥ Bonterra.

Participant Profile EXPAND ALL

. . - Search Actions
Participant Profile Search
Y New Participant Profile

[~ Add Search Field — v|Browse A X Clear Search Histary
Showing 1- 20 of 54 available Participant Profile records re Colurmne i Program Access

nm mm

& Create Referral
—
—

Alicia Henry | O&f18/1865 | Active Femnale

Show Enrollment Actions
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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. 36


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.
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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. 38



Thank you for attending!

We hope to see you
in future trainings.

& Bonterra.
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