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Meet Your Trainer

Megan Dodds

Sr. Training Specialist

Megan.dodds@bonterratech.com
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Learning Objective

This training will cover how to build a basic report that shows any records
created through the Intake functionality.

This would be useful for staff that do initial outreach to individuals who have
been referred by a 3™ party or self-referred via your Intake link.
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Agenda

Building an Intake Records Report

s Adding Filters

mam  Report Bulletin
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Building an Intake Records
Report




Reporting

Reports are built on the administrator side of Apricot
Bring in fields from your intake form that staff would benefit from seeing at the initial
referral stage

New Intake Referrals Q.

Global Values v O Add

New Intake Referrals v

¥ Forms
Participant
¥ Filters +

¥ Limit Sections

Report last run June 24th 2024, 1:13 pm

Click to refresh data
Auto run has been turned off for this section. Click here to turn it back on.
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Name/Nickname Date Referral By

¢¥ Bonterra. 6



“Days Since Referral” Calculation

« Calculation columns can be added to highlight the number of days since
receiving a referral

New Intake Referrals .a

Global Values v O Add

New Intake Referrals =

¥ Forms
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¥ Filters +

¥ Limit Sections

Report last run June 24th 2024, 1:13 pm
Click to refresh data

Auto run has been turned off for this section. Click here to turn it back on.
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“Created By” Filter

« Add a column for “Created By” under System Fields on your form
« Add a filter to only show created by Apricot Subsystem

New Intake Referrals =

¥ Forms

FParticipant

Report last run June 24th 2024, 1:38 pm

Click to refresh data
Auto run has been turned off for this section. Click here to turn it back on.

Hamn-n- Preferred ﬁ Prnnnunlﬁ A.ga-n- Mobile ﬂ- Referral -n- Days Since
Name/Nickname Phone Date Referral

¢¥ Bonterra.



List Removal Criteria

« Add a column for “Created By” under System Fields on your form
« Add a filter to only show created by Apricot Subsystem

New Intake Referrals =

¥ Forms

Participant

Program Enrollment

¥ Filters

Created By Equals Apricot Subsystem

¥ Limit Sections

Report last run June 24th 2024, 2:20 pm
Click to refresh data

Auto run has been turned off for this section. Click here to turn it back on.
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Final Report

New Intake Referrals

New Intake Referrals =

¥ Forms
Participant
Program Enrollment
¥ Filters +
Created By Equals Apricot Subsystem

¥ Limit Sections

Report last run June 24th 2024, 2:28 pm
Click to refresh data

| Search Q| Displaying 4 of 4 Rows (Expand All Cells)

Name “au Preferred Name/Nickname " Pronouns Y. Age ". Mobile Phone . Referral Date Days Since Referral "
Leoson Dodders (2640) Leo He/Him 13 06/21/2024 2:58 PM 3

Patrick McMahon (2641) They/Them 14 YEENEENELEE 06/21/2024 319 PM 3

Simone Shailey (2648) Simmy She/Her 16 959.9809,9999, 06/24/2024 312 PM ]

Terry Minew (2649) He/Him 23 06/24/2024 3:24 PM ]

Total Rows
4
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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!
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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

Hi Megan ¥

Reach out to our Customer Support Team with How can we help?

Questions or Concerns.

Send us a message >
We typically reply in under 3 minutes

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

Apricot Status Page B4

Search for help Q

Bulletins >
Document Folder Merge Tool >

Apricot Foundational Webinar Course Catalog >

@ P ® @

Home Messages Help News

Powered by Intercom
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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!
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Thank you for attending!

We hope to see you
in future trainings.

& Bonterra.
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