Streamlining Staft Worktlow

Welcome, we will start shortly!
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Meet Your Trainer

Annie Novacek

Sr. Training Specialist

ClientTrainingRequests@BonterraTech.com
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Learning Objective

Our goal for this session is to arm you with features and best practices that
will streamline your staff’s day-to-day workflow in Apricot, optimizing their
data entry and management experience.
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Agenda
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Workflow Overview
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Workflow Overview

» Process your staff goes through to manage Participants from Intake to Exit.

» Opportunity to optimize based on features that reduce time & effort required.

Service Plan Service

Intake Enrollment 2 Goals Delivery

Questions to Consider:
* How can you fit Apricot into the steps your staff are taking offline?
« Are there ways to improve our current processes with digital support?

« Can you improve your current Apricot Workflow to reduce barriers?
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Document Folder Design




Document Folder Design

Information Hub for Each Participant

Opportunities to Streamline:

® 3

Customize Quick § Prioritize Forms
View Fields by Program

¢¥ Bonterra.

Ty

Align Form
Order to Process

B

Pin High Priority
Forms to Top



Quick View Fields

£ Jane Doe ( Edit & ) (CreateO) ( Print & > H

Tier 1 Form:

e Quick View Information

- Data from Tier 1 visible at top of Document / o - e dostakscom
Folder & when viewing / completing Tier 2s.

GENDER EMPLOYED HOUSEHOLD ADDRESS (AUTO POPULATION FIELD)

Female [0 Mo address on record

» What might your staff need to reference?

DOCUMEMNT FOLDER CENSUS LINKS ENROLLMENTS AFPFPOINTMENTS

All Documents O expand Multiline Search Forms

Tier 2 Forms:

@ Pregram Enrcllment and Exit (1 record) ﬁ ]_'r[

« Table of data for created Tier 2s records. — © ndslzedsenic record S

Service Date Service Tvoe Fundina Source Service Time in Hours Service Notes

» What is most important at a glace & supports

Apartment search

tips
finding the right record to open? o B
Counszeling - Individual Reviewed housing
05/06/2024 Session Grant 1 needs
@ Service Tracking NEW (O records
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Prioritize Forms by Program

« Use Programs & Roles to streamline which Forms & Records are visible by relevance.

= ap I“i Cot Site Apricot Training

MENU 360 MY APRICOT Program Better Homes

@ Dashboard <

April Billingslea

T4 Inventory

@ Quick View Information

v/ Search Records DOCUMENT FOLDER CENSUS LINKS ENROLLMENTS

Participant Profile

Household Profile All Documents
Caseworker Profile
(#) Program Enrollment and Exit (O records)
Referral Partner
(+) Individualized Service (0 records)
» My Apricot Tools
@ External Referral (1 record)

< £ 2

CHANGE | NOTIFICATIONS

APPOINTMENTS

D Expand Multilj
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o .
Edit #
h .

Dashboard

Inventory

Search Records
Participant Profile
Household Profile

Classes Offered

My Apricot Tools

<

MY APRICOT

> Site Apricot Training

Program Workforce

Alicia Henry

@ Quick View Information

DOCUMENT FOLDER CENSUS LINKS

ENROLLMENTS

All Documents

(#) Program Enrollment and Exit (O records)

\

- Individualized Service (0 records)

T

@ Class Attendance (5 records)
® Workshop Attendance (3 records)

(® Soft Skills Assessment (O records)

A

MOTIFICATIONS

APPOINTMENTS

D Expand Multiline

.
Edit &
h .
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Order & Pin Tier 2 Forms

« Admins can drag & reorder forms based on process.

» Individual Users can pin or Favorite forms to the top.

All Documents

IE:I Program Enrollment and Exit (2 records)

E’J Individualized Service (3 records)

@ Class Attendance (0 records) i‘

E] Waorkshop Attendance (6 records)

(#) External Referral (O records)
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D Expand Multiline

Search Forms
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Single Form Optimization




Single Form Optimization

Process for Completing Individual Forms

Opportunities to Streamline:

g | &

Organize Into Use Form Logic
Sections for Relevance

¢¥ Bonterra.

Include Tips &
Instructions

(4

Record Program
Assignment
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Organize into Sections

« Group related fields for
logical data entry flow

» Use the “Start Collapsed” for
special use case sections

» Couple with Form Logic to
Unhide when relevant

¢¥ Bonterra.

Program Enrollment and Exit

Enrollment Information v

&

*|

Complete this record when a client enrolls in a new program. When the client exists the program, open

this record and fill in the Exit information below. All services received during this enrollment period

should be linked to this record.

Program *

--Please Select-- v

Enrollment Date *

MM/DDAYYYY |E

Assigned Caseworker *

--Please Select-- v

Section Properties

Display Name

COLLAPSEALL

Field Choices

> All

» Demographic
» Option

» Text

» Numeric

» Calculation
» Date and Time
» Upload

» Hyperlink

» Linking

» Special

» Smart Fields

<4 Add Section
s I . YT

(X}

| Services

Default Display

Collapsed
Enroliment Notes [J Hidden
Notes Tab Order

Services p

Exit Information »

System Fields »

Row by Row v

Apply

(] Show/Hide Insetive Fislds

©
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Form Logic for Relevance

« Ability to base future fields on previous answer choices

. . . Form Rules « New Rule
Example Optimizations: fommesr @@

. . . . w Child .a.
« Unhide or Require Fields / Sections + Conditions
. Client Type Equals Child
« Expand or Scroll to relevant Section Age Is Less Than 18
Condition Logic
 Choose Lookup List for fitting answers (Hor2 '
+Actiors
» Lock Fields that shouldn’t be edited Unhids Chig Information ssctior
w Adult o
+ Conditions

Client Type Matches Any Of Adult

+ Actions
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Include Tips & Instructions

Label Fields:
» Allow for adding text into Forms
« Simple text & HTML / formatted options

 Form Logic can show when relevant

Tool Tips & Hints:
» Offer clarification & guidance by field

« Give example data

Hint

Enrollment Information =

&

Complete this record when a client enrolls in a new program. When the client exists the program, open

this record and fill in the Exit information below. All services received during this enrollment period

should be linked to this record.

Program *

| --Please Select— A

Enrollment Date *

MM/DDAYYY |E

Assigned Caseworker *

--Please Select-- v

Enrollment Notes

Field Properties (label (html)) (X
Source EMEQ e
B I US| A-B-|T, Stes - Font -~ Size -

Complete this record when a client enrolls in a new program. When
the client exists the program, open this record and fill in the Exit
information below. All services received during this enrollment period

should be linked to this record.

Notes

| Motes

s

Tooltip

o

¢¥ Bonterra.
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Duplicate Check Locked

Searchable [JHidden
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Record Program Assignment

« Choose automatic assignment options as much as possible for ease & consistency.

* Only use manual assignment when necessary to avoid extra clicks & user error.

- Assign Programs

Available Programs Add All 3» Assigned Programs & Remove All
dvocacy Empowering Families

Better Homes

Counseling

Intake

MultiService
User selects program assignment - rogram Alumn

< Remove

| Use the Add and Remove buttons above to update program assignment

. Youmustsave the record for the access changes to be applied Apply

Program Assignment Type

User selects program assignment

Assign records to form's associated programs

Assign records to user's active programs

¢¥ Bonterra.
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Multi-Form Workflows

Process for Completing Related Forms in Order

Opportunities to Streamline:

Q-):
H<0®

Workflows Links Connecting
Feature Forms

¢¥ Bonterra.

Report Tracking
Phases
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Workflows

» Guide users through set list of form / tasks to complete
« Align to data entry process & minimize training required
« Triggered by creating or editing a Tier 1 record

« Saves progress if interrupted or paused mid-list

« Steps can be required or optional with instructions

X|

Record Saved

Record created! Click anywhere to reload the page.
| Continue || View Folder || Go To Search

You have completed the first task in a workflow.
To continue in a workflow, select one below and click “MNext Task.”

|— Select Workflow — w |
—- Select Workflow —-
New Workforce Participant

¢¥ Bonterra.

Workflow Progress
Participant Profile * v

Program Enrollment and Exit 4

%

Positive Parenting |1|

Assessment *
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Workflows

Administrator > Workflow Station > Workflow Builder

Step 1: Click [Create New Workflow]
Step 2: Choose a Category & Name.
Step 3: Add Initial Task (must be Tier 1).
Step 4: Add Additional Tasks.

Step 5: Configure Steps.

Step 6: Publish!

» In progress Workflows are managed from the My
Workflows page under My Apricot Tools.

¢¥ Bonterra.

Test Workflow

&

Workflow Tasks¥

1. CREATE Participant Profile*

2~ CREATE Program Enroliment and Exit*

3. CREATE Individualized Service*

Task Properties
Step 1: Participant Profile
Required

Record Action

Create new record v

Notes

‘ o aﬁl@

services

Please create a new Participant Profile the first time someone comes in for

Characters remaining: 415
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inking Forms

« Tactic that connects associated forms to be completed together & perhaps in order

» Consider using single form as home base with Wizard links to each additional step

Service Plan v

*PFlan Start Date
vimizeze |8

*Plan Focus Area

Housing v

Flanning Notes

Warking ta sbtain stakls, parmanant housing for family

Goals COLLAPSE ALL

Record Options
B Save Linked Recard

\ 4 Cancel
Goals v

*Start Date

Goal Tracking ez Record Save

Checklist
= Links Goal Status

x

k

9
O Complete v
) Abandoned

Goal Status % Goal Category Target Date % Delete | Date ™%

Goal Gategory
. . Added on —Please Select— v
In preg Create budget to save for home down payment. /2024 0e/18/2021
Total Active Links:1, Total Desctivated Linka:0, Current Active Links:1, Current Deactivated Links:0 Goal

*Target Date

Individual Services »

MMIDDIYYYY | &1
Date Completed
MMDDYYY | &1
S —
= N T~

.

t 10 Taview CUITENt Sxpense:

Services Received

B Hide D=

Grant

nd cppartunities for added o
0919/2024

Total Active Links:1, Total Desctivated Links:0, Current Active Links-1, Current Desctivared Links:0
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Tracking Report

 Build report(s) tracking completed or missing forms in process to prioritize next steps

» Feature as a report bulletin to give relevant staff easy access & daily reminder

Outgoing Referrals =

MNew Section
Report last run September 19th 2024, 11:53 am
Click to refresh data

» More Info Requested

» Sent / Pending

Pending Referralzs

[Search Q| Displaying 4 of 4 Rows (Expand All Cells)
Referral Date Referral Notes
April Billingslea (34) 08/05,/2024 Catholic Charities Meads Other Sarvices
Luis Crtiz (631) 07M2/2024 Grandma's Pantry Meeds Other Services Hae distary restrictions we cannot meet.
Deandre Reynolds (885) 08M3/2024 Goodhwill Meads Other Services Children need back to echool clothes
Heather Lightfoot (587} 08(30,/2024 Grandms'z Pantry We Do Mot Have Space We are out of food boxes for the wesk

Sant/

[
21322

Pending

Zant/ Pending
Sant/ Pending

Sent/ Pending

Totzl Rows

¢¥ Bonterra.
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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. 25


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

¢¥ Bonterra.
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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!

¢¥ Bonterra. 27



Thank you for attending!

We hope to see you
in future trainings.
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