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Meet Your Trainer

Jaime Ransom

Training & Development Associate
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Learning Objective

Review filter functionality within the Report Builder so that Administrators
can make informed decisions when designing reports.
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Agenda
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Filter Options
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Purpose of Filters
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Purpose of Filters

« All data by default
» Filters narrow scope

« Example:

« To see new clients making under
$2k/month; need to add a filter

¢¥ Bonterra.

Client List
W Forms
Participant Prcfile
¥ Filters +

¥ Limit Sections

Report last run May 26th 2023, 2:43 pm
Click to refresh data

Search Q| Displaying 65 of 65 Rows (Expand All Cells)

Date of Birth & | Intake Date " Monthly Income % Gender " Ethnicity
Alicia Henry 02/19/1965 04;04/2017 54,500.00 Fermale Mon-Hispanic
Alonzo LaBatsille 03/041598 09/0%/2016 151.200.00 Male Hispanic
Alonzo LaBarcs 04/031298 021072010 50.00 Male Mon-Hispanic
By Singer 10/011978 05M14/2016 1%4.000.00 Male Hispanic
Andrew Jones 05/16/1985 09/01/2016 51.500.00 Male Mon-Hispanic
Apple Moore 0118/1958 03/02,/2023 51.100.00 Femazle Hispanic
Bpril Billingslea n4ans1982 052472013 56,000.00 Fermale Mon-Hispanic
Asher Billingslea 06/09/1984 06/01/2013 55.000.00 Male Mon-Hispanic




rrrrrrrrr

Adding Filters



Adding Filters

Steps:
Click the + to the right of filters

Select data point to filter by
Select desired operator

Set filter parameters

a & L nh ke

Click Apply to save

¢¥ Bonterra.

Client Demographics v

¥ Filters

| Filter Properties (X
v
Rule q
Intake Date w
Is Between g 9
USTZ612027 [P and | U512612023 2:50 pm
Options 5.
| Cinverse
| ELocked ncome Gender £} |Ethnicity £}
[IHidden Femals Non-Hispanic
(] Global Male Hispanic
[[] Comparison 5 Male Men-Hispanic
! IllJﬂ H E—l.
Delete Apply == =pEnie
Male MNon-Hispanic
Aople | | Moore | lo1119/1998 [ Toa02/2022 [ [s110000 Female Hispanic




Adding Filters

Client Demographics v

* Only apply to section it's in

W Filters +

¥ Limit Sections

Report last run May 26th 2023, 3:28 pm
Click to refresh data

Search Q| Displaying 11 of 11 Rows (Expand All Cells)
Date of Birth Intake Date “a Monthly Income Ethnicity

Apple Moore 01/19/1998 3/02/2023 $1100.00 Female Hispanic
Betay Murray 01/221998 03/05/2023 $1.40000 Female Hispanic
Caitlin Smith 06/08/1980 04112023 $0.00 Non-Hispanic
Caitlin Smith 06/04/1980 04/11/2023 £0.00 MNen-Hispanic
Clementine Smith 01/181598 Q3/01/2023 $5,000.00 Female Hizpanic
Dave Robinson 01/25/1998 03/08/2023 $4.800.00 Male Nen-Hispanic
Elsie Larsen 01/26/1998 03/09/2023 $7400.00 Female Hispanic

¢¥ Bonterra. 10



Adding Filters

* Only apply to section it's in
 Must be added to each section

« Save time using Global values*

¢¥ Bonterra.

Client Demographics »

Client by Ethnicity =

W Forms
Farticipant Prof
rFiIters +

¥ Limit Sections

i

Report last run May 26th 2023, 3:28 pm
Click to refresh data

+ Hispanic 29
| Search Q| Displaying 29 of 29 Rows _(Expand All Cells)
Date of Birth “a Intake Date “a Monthly Income “a Ethnicity “a
Lannie Singer 1040171978 012072015 $3.500.00 Male Hispanic
Alvy Singer 1040141978 051472016 $4.000.00 Male Hispanic
Trey Singer 05171981 06/13/2016 54.500.00 Male Hizpanic
Jaguie Thompson 02/011885 061372016 $2.000.00 Female Hizpanic
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Adding Filters

 Publish to save

¢¥ Bonterra.

Client Demographics »

¥ Limit Sections

e VIO PO am e R S e
twieen LU 2045 and Uy Lo/ L0

Report last run May 26th 2023, 3:28 pm

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

Requirements
v

Report Actions
+ Add Mew Section
a Save Report

[-Jl Copy Report

Yy Publish Report

4y Revert Report
E Delete Report

ﬂ Return to Report List

First $F| |Last £F| Dateof LF| intake LF| |Monthly £F| | Genderf}| |EthnicityLF
Apple Moore Birth Date Income Fermale Hispanic
Betay Murray 01191998 03022023 $1.100.00 Fernale Hizpanic
E— E— 01/22/1998 | | 03/05/2023 | |$1.400.00 —
g .- Hispani

Catlin Smith 06/09/1980 | | 04/11/2023 | |$0.00 spanic

: - 06/04/1980 | | 04/11/2023 | | $0.00 I Non-
Clementine| | Smith Female Hisoanic —
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Adding Filters

 Publish to save

* Run report to test

¢¥ Bonterra.

Client Demographics =

Participant Profile
¥ Filters
ntake Date |z Between 01/01/2023 and 05/26/2023
¥ Limit Sections
Report last run May 26th 2023, 3:28 pm
Click to refresh data
| Search Q| Displaying 11 of 11 Rows (Expand All Cells)
First "a Last " Date of Birth Intake Date ™ Monthly Income
Apple Moore 01/19/1998 03/02/2023 £1100.00
Betsy Murray 01/22/1993 03/05/2023 £1.40000
Caitlin Smith 08,/09/1980 04112023 £0.00
Caitlin Smith 08/041980 041142023 £0.00
Clementine Smith 01181998 03/01/2023 £5,000.00
Dave Robinson 01/25/1998 03/08/2023 £4.800.00
Elzie Larzen 01/26/1998 03/09/2023 57.400.00

Gender "

Fermale

Fernale

Fermale
Male

Female

Ethnicity

Hizpanic
Hizpanic
Non-Hizpanic
Mon-Hispanic
Hizpanic
Mon-Hispanic

Hizpanic
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Adding Filters

* Publish to save
* Run report to test

» Locked by Default

¢¥ Bonterra.

Client Demographics =

¥ Forms

All

/2% This Filter has been Locked by Administrator.

2 All Programs CHANGE

Clicking locked filter
makes this message

Participant Profile
¥ Filters
ntake Date Iz Batween 01/01/2023 and 05/26/2023

Limit sections

Report last run May 26th 2023, 3:28 pm

| Search Q| Displaying 11 of 11 Rows (Expand All Cells)

First " Last ".  Dateof Birth " Intake Date Y. Monthly Income ™. Gender ¥ Ethnicity "
Apple Moore 01181998 03/02/2023 £1.100.00 Femazls Hispanic
Betsy Murray 01/22/1998 03/05/2023 $1.400.00 Femals Hispanic
Caitlin Smith 06/05/1980 041172023 50,00 MNon-Hispanic
Caitlin Smith 06/04/1980 04/11,/2023 £0.00 MNon-Hispanic
Clementine | Smith 0118/1988 03/01/2023 5500000 Femals Hispanic
Dave Robinzon | 01/25/1998 03/08/2023 5480000 Mals Mon-Hispanic

Click to refresh data

Sabrina (
Helping Han
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Filter Options
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Filter Options - Locked

» Click Filter to edit
« Check box turns on option

* Unchecked box turns option off

¢¥ Bonterra.

Client Demographics v

W Forms

Participant Profile (Always

W Filters

ntaks Date |s Between O1/01/2023 and 05/26/2023

¥ |imit Sections

Filter Properties

Rule

| Intake Date

|Is Between

v

[ 1Inverse

01/01/2023 |4 and UEIEE!EﬂEHlﬂ

* indicates fields that are already included in this sectio

Locked

2

[ Hidden
[ Global
[] Comparison

Click filter to edit and
view filter options

X

| | s Wk Tk e T g

| ||"‘|‘1.l'|"‘|l:'_'l.l"?|"'|':l'1 | |'¢t'|".-'1|"‘|l'"| [Tl | |

| |
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Filter Options - Locked

* Unlocked filter is called Run Time
filter.

« Can change parameters when
running the report

¢¥ Bonterra.

MENU

All Sites

Program All Programs

Client Demographics +

&

4

CHANGE

Sabrina Gilbert
Helping Hands Org... (116273)

¥ Forms

Participant Profils

¥ Filters

]

S A AR e CVE S AT
ween 02/01/2023 and 05/258/2023 i

| ntzke Date Iz Bat
Imit sections

Filter Properties

Pencil icon indicates
ability to change

e parameters
[Intake Date
|1s Between ~|
[0201/2022] (=4 and | 05/26/2023 |9 ?
| Search * indicates fields that are already included in this sectio
Options
First Last “a (Jinverse
Apple Maoore ] Global =
Betsy Murray (] Comparison E
Caitlin Smith panic
Caitlin Smith panic
Clementine | Smith 01181998 03/01/2023 $5.000.00 Female Hizpanic
Dave Robinson | 01/25/1998 03/08/2023 $4,800.00 Male Non-Hispanic

Report Actions

# Edit

= Refresh All Sections
E Print Mode

|1| Export

a Full Screen

E Reset Filters

4y Return to List

17



Filter Options - Inverse

Does opposite of selected Operator

¢¥ Bonterra.

Client Demographics v

W Forms

Eardimima et F..I..__' =

p
W Filters

ntak

yat asilalrerel k. A
Jait LU LU and 20 A5

i
1]

[mE)
in

il

1]
]
[}

¥ |imit Sections

X

Filter Properties

Rule

Intake Date -
|z Between

v
01/01/2023 |4 and DE."EE;‘EUEHlﬂ

* indicates fields that are already included in this section

Options ri

[ 1Inverse
Lockad
[ ] Hidden
[ Global
[] Comparison

| | | ||""1-'7F\..|'1CIDG | ||‘"|"".I'|""D"'?|'"|':l'1 | |CT LlaTaWarsl | |




Filter Options - Inverse

Does opposite of selected Operator

Example: Checking Inverse for “Is
Between” creates “Is NOT between”

¢¥ Bonterra.

Client Demographics v

¥ Limit Sections

Filter Properties

Rule

|Intake Date

Iz Mot Betweean A

05/26/2023

01/01/2023 |2

| *indicates fields that are already included in this section

Options

5 M Inverse

[ ] Locked

[ Hidden

[ Global

[] Comparison

£

=
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Filter Options - Hidden

« Automatically Locks filter

¢¥ Bonterra.

Client Demographics »

¥ Filters

Y a e = ey

ntake Date |5 Betwe and 05/26/2023

L [ FAN o - [ L

i
i1}
(8]

¥ Limit Sections

Filter Properties

Rule

| Intake Date i
|I5 Between

01/01/2023 |4 and DE 126/2023 |9

| *indicates fields that are already included in this section

Options

H []Inverse

M Locked

M Hidden

[ ] Global

[] Comparison
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Filter Options - Hidden

« Automatically Locks filter

 Hides from view at run time

¢¥ Bonterra.

= All Sites P4 Sabrina Gilbert o
MENU Program All Programs cHANGE Jelpne Renas tre R

Client Lists (Screen Shots) COLLAPSE ALL

Report Actions
# Edit

Client Demographics v

¥ Forms = Refresh All Sections
Participant Profile = Print Mode

¥ Filters + h Export

¥ Limit Sections B Full Screen

B Reset Filters

Report last run May 26th 2023, 3:56 pm 4 Return to List
Click to refresh data

Search Q| Displaying 11 of 11 Rows (Expand All Cells)

Date of Birth " | Intake Date ". | Monthly Income Y. Gender Ya Ethnicity "

Apple Moaore 011815998 03/02/2023 £1.100.00 Female Hizpanic
Betsy Murray 01/22/1998 03/05/2023 $1.400.00 Female Hizpanic
Caitlin Smith 06/09/1980 04/11/2023 $0.00 Men-Hispanic
Caitlin Smith 06/04/1980 Q4/11/2023 $0.00 Men-Hispanic
Clementine | Smith 01181998 03/01/2023 $5,000.00 Female Hizpanic
Dave Robinson | 01/25/1998 03/08/2023 $4.800.00 Male Mon-Hispanic
Elzsie Larsen 01/26/1958 03/09/2023 $7.400.00 Female Hizpanic
I
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Filter Options - Global

Reference Global Values
Saves Time

Eliminates error

¢¥ Bonterra.

Global Values = © add

FY Start Date squsls 1/1/2023 #
FY End Date =qusls 12/31/2025 #

Client Demographics *

w Forms

Edl

A —-H— " -
Filter Properties

Rule:

[Intake Date v
|5 Between W |

FY Start Date w | and

T indicates fiedds that are -EII'EE:";.' ncluded in this section
Sptians Genderdg}| | Ethnicity ¥
LIInverse
[ Locked
- [ Hidden
Global
[ Comparison

Fi

Total Rows

o
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Filter Options - Global

Steps:

Global Value Progmsti

(X

ENEY
L2023 .H

1 [Type Options
() Text (] Locked

4| © Number [l Hidden -
W Date
() Time

o’

¢ Bonterra. -




Filter Options - Global

Steps:

N o 0o kM 0 D E

Create Global Values
Add Filter

Select Operator
Check Global Option
Select Global Values
Apply

Repeat steps in each
section

¢¥ Bonterra.

Client Demographics =

¥ Forms

¥ Filters

Filter Properties

FY End Date w
tes fields that slrzad

* indicates fie

Options

[l Inverse
(] Locked
[ 1Hidden

Goiva N

(] Comparison 6

Ed

DIm

Ethnicity $¢
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Filter Options - Global

= All Sites ra O Sabrina Gilbert v
H MENU Program All Programs CHANGE
Publish and Run

Changes in Global Value apply to all
1 STI N Report Actions
SeCUOnS [ 1/1/2023 | /p;:n

Global Values v

FY End Date
(= 12/31/2023 | £ Refresh All Sections
B Print Mode
Client Demographics » oy Export
A Full Screen
B Reset Filters
Client by Ethnicity v € Return o List
¥ Farms
¥ Filters +
nizks Date |z Batwesn 120723 and g 0 -"Q
¥ Limit Sections
Report last run May 26th 2023, 4:28 pm
Click to refresh data
» Hispanic 6
» Non-Hispanic 5 Q

Total Rowa

¢¥ Bonterra. 25



Filter Options - Comparison

« Compare data across two report
columns

¢¥ Bonterra.

Client Demographics v

¥ Forms
Participant Profile
Job Placement

¥ Filters

ntake Date |s Betwesn 01/01/2023 and 05/26/2023

Current Monthly Income s Greater Than [Monthly Income] #

X

Fi
Filter Properties

Rule

| Current Monthly Income i
|Is Greater Than v |
| Monthly Income

[1Inverse
[ Locked
[ Hidden 3
[ |Global

Comparison

26



Filter Options - Comparison

= All Sites P4

° Compare da‘ta across tWO report MENU Program All Programs CHANGE .

columns

« Removes records that don’t meet
criteria

Current Maonthly Income Is Greater Than [Monthly Income at r:ake:f

Filter Logic
[1and2 |

¥ Limit Secticns

Report last run May 26th 2023, 4:13 pm
Click to refresh data

Search Q| Displaying 2 of 2 Rows (Expand All Cells)
Intake Date | Monthly Income  Current Monthhy Gender  Ethnicity
Va at Intake “a Income “a Va Va
Apple | Moore | 01/19/1988 03/02/2023 | $985.00 $1,200.00 Femals Higpanic
John |Black |01/23/1998 | 03/06/2023 | §785.00 $2.400.00 Male Hic::a_anic

Total Rows
2

Sabrina Gilbert

Helping Hands Org_.. (116273)

W

Report Actions

# Edit

i Refresh All Sections
E Print Mode

b Export

a Full Screen

E Reset Filters

4y Return to List

©

¢¥ Bonterra.
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Filter Logic
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Filter Logic

Client Demographics

¥ Farms

« When 2 or more filters
* AND condition by default

Perticipant Profile (Alweys

¥ Filters <+

Intaks Date |z Bevween [1/1/2023] and [12/31/2023] 4

Maonthly Income at Intake |z Less Than 2000

Filter Logic
[1and 2

¥ Limit Secticns

Only shows those who

meet both parameters

Report last run May 26 due to AND condition in

¢¥ Bonterra.

above filter logic.
Firstd(b| |Lastfeh| Dateof  §b| |Intake  {b| | Monthlyincomeat £} ||| Genderd(b| |Ethnicity b
Birth Date Intake
Apple Moore 119/1998 03/02/2023 $985.00 Female Hispanic
Betsy Murray 1/221935 03/05/2023 $1,400.00 Female Hizpanic
Caitlin | | Smith 06/09/1950 04/11/2023 £0.00 Mon-Hispanic
Caitlin | |Smith 06/04/1980 04/11/2023 £0.00 Mon-Hispanic
lohn Black 01/23/1938 03/086/2023 $785.00 Male Mon-Hispanic
Paul Brown 1/24/1938 03/07/2023 $1.,100.00 Male Maon-Hispanic

29



Filter Logic

* When 2 or more filters
* AND condition by default
« Can change to OR

¢¥ Bonterra.

Client Demographics ¥

¥ Forms

Participant Profile (Ahweys
W Filters <+

Intake Date s Between [1/1/2023] and [12/371/2023] £

Maonthly Income at Intske |z Less Than 2000
Filter Logic
1or2

Shows those who meet either one of the
parameters due to OR condition in filter logic.

¥ Limit Secticns

These clients are outside the date range BUT
they meet the income criteria

L Widy b L
Click to refresh data
Results limited to the first 10 RS,

First £p||Last £}| [Dareof LF |Intake L} |MonthlyIncomear £} | Gender{ld| | Erhnicityfof
Birth Date
Alonzo LaBatzille | | 03/04/1958 09,/09/2016 Mzle Hispanic
Alonzao LaBarca 04031998 0210/2010 Iale Mon-
Hispanic
Andrew Jones 05/16/1985 09/01/2016 $1.500.00 Male Mon-
Hispanic
Apple Moore m/18/189838 03/02/2023 $985.00 Female Hizpanic
Ashton Carter Q6122003 06/20/2016 £0.00 Mzle Mon-
Hispanic
Betsy Murray Q1/221398 03/05/2023 $1,400.00 Female Hispanic

30



Filter Logic

Client Demographics

Allows Flexibility

Example: See clients who started in
2023 and are either BIPOC or make TaiGad
under $2K ¥ Limit Sections

Report last run May 26th 2023, 4:38 pm
Click to refresh data

Resulta limited to the first 10 Rows.

e
First | |Last LF| | Dateof Lh||intake LF||Monthly LF| [Race £
Eirth Date Income at meet both
Intake
. : arameters
Apple Moare 01/18/1998 03/02/2023 | | $985.00 Multi-Racial P
I Betay Murray o1f22/1908 03/05/2023 | | $1.400.00 Multi-Racizl Hizpanic
Caitlin Smith 06/09M1980 | | oamifzo23 | | $0.00 MNan-
Hizpamnic
Caitlin Smith 08/04/1880 | | 0412023 | | $0.00 MNan-
Hizpanic
Clementine| | Smith 01181998 03/01/2023 $35.000.00 Multi-Racial
Dzve Robinsen | | ot/25M008 | | o3/oszozz | | $4.200.00 Black or .
. Above income
American
: but meet race
Eleie Larzen o1f26/1998 | | o3/oey2023 | | $7.400.00 Elzack or
African parameter
American
Jahn Black ofz3f199s | | o3/osizo23 | | $785.00 Multi-Racizl MNan-
Hizpanic

¢¥ Bonterra. 31



Filter Logic

Client Demographics

No parenthesis by default which can make v Fiers
data inaccurate
Rece Matchas Ay Option Asien or Black or African Americen or Multi-Racis
Filter Logic
[1and20r3

¥ Limit Sectiona

Report last run May 26th 2¢ Wrnng Date Range due
Click to refresh dE BRI :Re 18 parenthesis

S around filter 2 & 3

Date of Birth  Intake Date

s a

Displaying 33 of 33 Rows

. i . Elack or African Mon-
Summer Wheathy 068/08/2002 ([0ORE3016 | £4.500.00 Amercan Hizpanic
Sondra willisms  [1A7M080 |[OIOBEOTT | $1.500.00 EI:EE; :‘*rica"' Hizpanic
Py = Black or African Mon-
f23Ma8T
Sarah Gresne 12/23M1987 O715f2n3 $2.500.00 Ereriezn emazls Hizpanic
Sally Peacock 017201993 03/03/2023 | $2,400.00 Multi-Racial Femzls Hizpanic
Rian u 03131959 04/ 201M7 $3,000.00 Azian Femzls “F‘n- .
Higpanic
Rachsl Purray 017211958 03/04/2023 | $3.200.00 Multi-Racial Femzls Hizpanic
1 o . e, ) Mon-
Pau Brown 01/24M838 03/07/2023 | $1100100 White or Caucasian | Male Hispanic
) 1 Ly - e e PETT-N-e-re S e e P IS |_ Mom-
¢¥ Bonterra. 32



Filter Logic

No parenthesis by default which can make
data inaccurate

Add context by using parenthesis

¢¥ Bonterra.

Client Demographics *

¥ Forms

.........

BN LU

Fi | caic
[1 and {2 or 3)

¥ Limit Sectionz

Report last run May 26th 2023, 4:38 pm
Click to refresh data

Resulta limited t

o the firat 10 Rows.

Firat ﬁ Last u

Date of ﬁ

Monthly ﬁ

Race ﬁ

Genderﬁ

Birth Date Income at
Intake
Apple Moore 01/18/19a93 03/02/2023 | | $985.00 Multi-Racizl | | Femals
Eetzy Murray o1/22/1985 03/05/2023 | | $1.400.00 Multi-Racizl | | Female
Caitlin Smith 06091950 0 f2023 $0.00
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Filter Logic

No parenthesis by default which can make
data inaccurate

Add context by using parenthesis

Parenthesis informs software which filters
the conditions apply to

¢¥ Bonterra.

Client Demographics *

¥ Forms

.........

BN LU

Filter Logic
[1 and {2 or 3)

¥ Limit Sectionz

Report last run May 26th 2023, 4:38 pm
Click to refresh data

Firat a Last a Date of a Intake o Monthly o Race o Gendera
Birth Date Income at
Intake
Apple Moore 01/18/19a93 03/02/2023 | | $985.00 Multi-Racizl | | Femals
Eestzy Murray o1/22/1985 03/05/2023 | | $1.400.00 Multi-Racial Femals
Caitlin Smith 06091980 04/M/2023 $0.00
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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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