
Helping Users Prioritize Key Tasks 
in Apricot

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

By the end of this session, our goal for you is to understand the tools that can 
help your staff prioritize and focus their day within Apricot.
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Agenda
Overview

Bulletins

Schedule

Rules  Alerts

Overview

Bulletins

Schedule

Rules & Alerts
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Overview
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Prioritization in Apricot

Tools & tactics to help focus staff on what needs their attention most within Apricot.

Homepage 
Announcements 

& Instructions

Calendar Sync 
& Appointments

Surfacing 
Notifications

Bulletins Rules & AlertsSchedule
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Bulletins
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Bulletins

• Opportunity to feature key instructions & 

information on your staff homepage

• Customize by Program & Role

• Start Expanded for Most Important

• Set Dates for Relevant Timeframe Bulletin 
Types

Navigation

Instructions

Actionable 
Reports

Announcements
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Bulletins
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Bulletins

Administrator > Workflow Station > Bulletins

Step 1: Click [+ Create New Bulletin].

Step 2: Pick a Category & Assign Name.

Step 3: Choose Type: HTML or Report.

Step 4: Configure Settings. 

Step 5: Add Content & Save.

Step 6: Update Access in Roles.
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Schedule
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Apricot Schedule

• Ability to sync calendar & view schedule in Apricot

• Option to book & track appointments with Participants

• Appointments show in Document Folder & send 
calendar invite outside of Apricot

• Available for Apricot Pro (Core) & Enterprise (360)
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Configuring Schedule

My Apricot Tools > Schedule

Step 1: Configure Schedule & Tier 1 Attendees.

Step 2: Sync Your Calendar with Apricot.

Step 3: Set Availability for Bookings.

Step 4: Start Booking Appointments.
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Scheduling Appointments

Step 1: Select Participant(s).

Step 2: Select Staff Attendee(s).

Step 3: Set Time & Date.

Step 4: Add Appointment Name & Description.

Step 5: Add Location or Video Conference Info.

Step 6: Click [Add] to Send Invite.
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Rules & Alerts
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Rules & Alerts

• Surface important notifications for staff

• Create alerts based on data entered needing notice

• Available for Apricot Pro (Core) & Enterprise (360)

• Time-Based Alerts for Enterprise (360) only

Example Use Cases:

• Participants At Risk

• Upcoming Deadlines

• Manager Review Needed

• Success to Celebrate
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Configuring Rules & Alerts

Administrator > Workflow Station > Rules & Alerts

Step 1: Rule Details

• Rules Name & Description.

Step 2: Trigger

• Choose Form & Field Criteria for Alert.

• Time-Based triggers limited to Enterprise.
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Configuring Rules & Alerts

Administrator > Workflow Station > Rules & Alerts

Step 3: Action

• Compose Alert Message.

• Choose Recipient(s).
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Managing Alerts

Alert States:

• Brand New – Not seen > Orange Dot

• Unread – Seen, but not Clicked > Orange Shaded

• Read – Seen & Clicked > Un-bolded / Unhighlighted

• Cleared – X Clicked to Clear > No Longer Listed
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Rules & Alerts Alternative

• Email Triggers can also be used for Alerts outside of Apricot

• Option for non-users or those without Apricot Pro or Enterprise

• Configure to send email after record save based on data entered

• Can include data from the record in the message sent

• Must be mindful of security of data sent outside of Apricot
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Rules & Alerts Alternative

Step 1: Add Email Trigger Field to Form.

Step 2: Publish Form to Enable.

Step 3: Open Field Settings to Configure.

• Set Recipient(s)

• Compose Message

• Choose Triggers

Step 4: Republish Form.

Step 5: Trigger as New Records Created.
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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!

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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