
Adding Summaries to Reports

Let Apricot help you analyze your data

Welcome, we will start shortly!
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Meet Your Trainer

Annie Novacek

Sr. Training Specialist

ClientTrainingRequests@BonterraTech.com

mailto:ClientTrainingRequests@BonterraTech.com
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Learning Objective

This training will cover:
- Summary options in Native Reporting.
- How to add Summaries for different data.
- When a Summary Section is Needed.

By the end of this session, our goal is to arm you with the different Summary 
options you use to help your data tell they story of your impact.
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Agenda
Summaries Overview

Section Counts

Summaries Overview

Section Counts

Column Summaries

Summary Sections

Best Practice Tips
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Summaries Overview
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Summaries Overview

• Feature in reporting to analyze and highlight key data

• Counts, Totals, Averages, Min / Max, Earliest / Latest

Options:

• Section Counts

• Column Summaries

• Summary Sections
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Section Counts
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Section Counts

• Setting in Section Properties.

• Total Rows is default, but you can 

select any of the forms included.

• Can also opt to hide count.
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Column Summaries
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Column Summaries

• Can be applied to most columns, but options vary by type of data.

• Most useful with Numeric fields and Date / Time fields.
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Count Distinct

• Recommended for showing unduplicated count of Participants.

• Use with a unique data point such as Record ID.

• Works even when Participants have multiple rows (for example 
with service or enrollment data).

• Not recommended for other types of text data unless you just need 
a count of answer choices selected (for example – Gender).
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Totals Section View

• Option under Section Display Styles for Totals only.

• Ideal when coupled with Grouping for summaries by category.
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Graphs with Summaries

Step 1: Enable Graph in Section Settings.

Step 2: Configure Summaries as Data Source.

Step 3: Select with Summaries to include.
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Summary Sections
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Summary Sections

• Recommended for showing totals from different sections.

• Allows for top level, at a glace view of data.

Step 1: Build Sections to reference.

Step 2: Add New Section for Summary.

Step 3: Add Summary Column(s).

Step 4: Configure each column.
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Summary Columns

Section Count Section Summary
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Best Practices Tips
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Best Practice Tips

1. Choose your Summary Type(s) based on the data your audience needs to see up front.

2. Remember to use Record ID from your Tier 1 with Count Distinct to see an unduplicated count.

3. Don’t try to accomplish too much in one section. Use several and then a Summary Section.

4. Add Calculation Columns for additional analysis within a Summary Section. 

5. Outcomes Reporting is an added way to use summaries to show progress toward goals. 
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Additional Resources



20

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!



Thank you for attending!

We hope to see you
 in future trainings.
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