Apricot
Getting Staff Buy-in Webinar
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Meet Your Trainer

First Name Last Name

Training & Development Associate
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Learning Objective

To provide tips, best practices and suggestions for making Bonterra Case
Management more user friendly for your staff so that it’s easier to
encourage your team to use the software.
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Agenda

mm Fleld Properties

mm Form Properties

mm Email Triggers

mm Report Ideas for Staff
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Field Properties
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Field Properties

Make Viewing Existing Data Easier
e« Searchable

* Quick View

¢¥ Bonterra.

Field Properties (phone)
|| Display Name

| | Client Phone Number

X

Standard Properties
(] Required
Quick View
(| Restricted

Special Properiies

Format

Tooltip

(] Duplicate Chec (] Locked
Searchable

(J Hidden
(] Clear On Copy

P




Field Properties - Searchable

« Show in Record Search dropdown

¢¥ Bonterra.

Search Records

Incoming Referral

Household Profile
Caseworker Profile
Classes Offered

Staff Profile

My Apricot Tools

Customer Care

Help Center

Participant Profile N

Participant Profile Search

0

[-Add Search Field - v|Browse All

“Showing 1- 20 of 60 available Participant Profile records ~ More Columns...

Participant Name Ya | Date Of Birth Ya | Client Status Ya | Client Email Ya

Adam Voght 09/21/1987 adamv@officemail.com
Alicia Henry 08/18/1965 Active henry.alicia@ymail.com
Alonzo LaBarca 04/03/1998 Active alonzorocks@mymail.com
Alonzo LaBatsille 03/04/1998 Active AlonzoL@gmail.com

Alvy Singer 10/01/1978 pending alvy.singer@gmail.com
Andrew Jones 05/16/1985 Active aj@ymail.com

April Billingslea 04/15/1982 Active aprilb@yahoo.com

Asher Billingslea 06/09/1984 Active abillingslea@gmail.com
Ashton Carter 06/12/2003 pending ashton@mymail.com
Ayctin Hill 11/12/19a97 Active



Field Properties - Searchable

« Show in Record Search dropdown
* Include Tier 1 & Tier 2 fields

¢¥ Bonterra.

Search Records

Incoming Referral

Household Profile
Caseworker Profile
Classes Offered

Staff Profile

My Apricot Tools

Customer Care

Help Center

Participant Profile

-- Add Search Field --
Participant Profile

Participant Name

Date of Birth

Client Status Tior 1 F

How did you hear about us? [ 1018 &

Client Phone Number ’

Client Email

Gender

Employed

Household Address (Auto Population Field)
Goals

Start Date
Goal Status
Goal Category
Goal
Individual Service Plan (ISP)

Date Service Plan Created

Plan Title

Presenting Problems, Challea#g€s, Needs

Participant Profile Search

— Add Search Field v Browse All

Plumns...

L.com
L.com
ail.com
m

com

Lcom

Actin LU 11/12/1007 Activa



Field Properties - Searchable

« Show in Record Search dropdown v/ Search Records
e |Include Tier 1 & Tier 2 fields Incoming Referral

» Gives Record Search practical
application (example: creating
invite list for job fair) SEELE =TIREL

Classes Offered

Household Profile

Staff Profile

> My Apricot Tools

{% Customer Care

© Help Center

¢¥ Bonterra.

Participant Profile

Participant Profile Search

| - Add Search Field -- v | Browse All
Goal Category (Goals) Clear Field X
| Employment v |
The following & Participant Profile records matched your search criteria  MoreColu
R ey ey
1 | April Billingslea 04/15/1982 Active aprilb@vahoo.com Monbinary
Beth Crane 06/04/1974 Active b.crane@gmail com Monkinary
Cherize Alexander 02/2819639 Active Female

Displaying 1 Goals record. More Columns..

Employment n progress Secure Stable Employment 06/30/2023

Jimmy Aquino 12/26/1983 Active jimmy@fakemail.com | Male

10



Field Properties - Searchable

Steps
1. Open desired form in Edit view

¢¥ Bonterra.

Goals/Milestones Tracking =

Start Date * ﬁ'

os/012023 |2

Goal Status 'n'
() In progress
() Complete
() Abandoned

Goal Category 'n'

--Please Selact-- v

Goal 'n'
| |

Target Date * 'ﬁ

MM/DDYYYY |E

Date Completed 'ﬂ'

MM/DDYYYY |8

11




Field Properties - Searchable

Steps

Open desired form in Edit view

Open Field Properties for desired field

Click Apply

Publish to save changes

¢¥ Bonterra.

1
2
3. Check box next to the Searchable option
4
5

Start Date *

06/01/2023 |

Goal Status

O In progress
(& Complete
() Abandoned

Goal Category

—Please Select— v

Goal

Target Date *
MDD YYY | B

Date Completed
MMIDDAYYYY |

Reason goal was abandoned

—Please Select—- v

Field Properties (dropdown)

Display Mame

| Goal Category

Standard Properties
[ Required Duplicate Chym [ Locked

Cluick View Searchable 3 [ Hidden
"] Restricted Clear On Copy

[Employment

[Education

Housing

Transportation

[Relationships

[ Allow Other
Special Froperties
Default Value

Tooltip

Click to open
Field Properties

e

4

12




Field Properties — Quick View

« Makes viewing data easier

¢¥ Bonterra.
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Field Properties — Quick View

« Makes viewing data easier Participant Profile
» Tier 1 data shows on Record Search
practical? | -- Add Search Field -- v | Browse All
Showing 1- 20 of 60 available Participant Profile records Mare Columns...
e S T T
Adam Voght o9/21/1987 adamv@officemail.com
Alicia Henry 08/19/1965 Active henry.alicia@ymail.com
Alonzo LaBarca 04/03/1988 Active alonzorocks@mymail.com
Alonzo LaBatsille 03/04/1958 Active AlonzoL@gmail.com

¢¥ Bonterra. 14



Field Properties — Quick View

« Makes viewing data easier

e Tier 1 data shows on Record Search
« What might help make search
practical?

« Tier 2 data shows preview in Document
Folder

* What might help staff prepare to meet
with client?

¢¥ Bonterra.

< Alicia Henry

DOCUMENT FOLDER OVERVIEW LINKS ENROLLMENTS

Id N ™~ 7 ™~ ™
[ Edité® ) ( Create®@ ) [ Print8® )
. AN AN A

APPOINTMENTS

All Documents D Expand Multiline services
@ Services (3 records)
Introduced family to
) ) gentle parenting
05/10/2023 Family Coaching 855G 2.5 approach. Explained
Read More
First family coaching
) ) session. Family sesking
05/05/2023 Family Coaching 85G 2.5 ey g

Read More

15



Field Properties — Quick View

Ste QS . Goals/Milestones Tracking

1. Open desired form in edit view

Start Date *

06/01/2023 |3

Goal Status

() In progress
() Complete
() Abandoned

Goal Category

|-Please Select— v |

Goal

Target Date *

MM/DDYYYY |E3

Date Completed

MM/DDIYYYY |E3

¢¥ Bonterra.

&

&
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Field Properties — Quick View

Steps:
Open desired form in edit view

Open the Field Properties

Check the box next to Quick View
Click Apply

Publish Form

a & L nh ke

¢¥ Bonterra.

Start Date *

0ai012023 |

Goal Status

) In progress
O Complete
) Abandoned

Goal Category
—-Plzase Select-- w

Goal

TargetDate *

MWDDYYYY | &

Date Completed

MWD YYY |2

Reason goal was abandoned

—-Please Selact-- v

Field Properties (dropdown)
Dizplay Name

| Goal Category

Standard Properties
[ Required Duplicate Check [J Locked

Quick View (€] Searchable [ Hidden

[ Restricted Clear On Copy

|Employment

| Education

Housing

Transportation

| Relationships

[ Allow Other
Special Properties
Default Value

Tooltip

P

4

Click to open
Field Properties

17



Form Properties
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Form Properties — Batch Records

« Simplifies data entry

¢ Bonterra.
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Form Properties — Batch Records

« Simplifies data entry

» Track interaction with multiple
participants all at once

¢¥ Bonterra.

Pr——
Records Selected

Alicia Henry
April Billingslea
Asher Billingslea

Ashton Carter

XXXXX

Austin Hil

20



Form Properties — Batch Records

« Simplifies data entry

» Track interaction with multiple
participants all at once

 Accessed via Record search

¢¥ Bonterra.

Participant Profile

Participant Profile Search

|- Add Search Field --

v | Browse All

Showing 1 - 20 of 60 available Participant Profile records

Participant Name Ya | Date Of Birth™a | Client Status Ya | Client Email Ya m Employed Ya

Adam Voght
Alicia Henry
Alonzo LaBarca
Alonzo LaBatsille
Alvy Singer

Andrew Jones

09/21/1987
08/19/1965
04/03/1998
03/04/1998
10/01/1978

05/16/1985

Active
Active
Active
pending

Active

adamv@officemail.com
henry.alicia@ymail.com
alonzorocks@mymail.com
AlonzoL@gmail.com
alvy.singer@gmail.com

aj@ymail.com

Female

Female

Male

Male

Male

Male

Maore Columns...

Yes

No

Yes

Yes

EXPAND ALL

Search Actions
© New Participant Profile
X Clear Search History
ﬂ Program Access
0l Merge Folders
£ Create Referral

- -
=+ Show Enrcllment Actions

Create Batch Records

.
# Services

# Class Attendance

21



Form Properties — Batch Records

« Simplifies data entry Services COLLAPSE ALL
participants all at once —
. This form should be completed when a client receives any 4 Reset Page
° Accessed via Record SeaI’Ch individualized service. Q Go o search
. .. *Service Date Fand must be popuimed pror 1o
« Data applies to all participants selected [ 057302023 |83
. . *Service Type *Funding Source Records Selected
« Update unique data via document [Counssling - Group Session v EECa— o
fo | d er *Service Time in Hours :flr 1,3: :?;ljja §
ﬁ;'so':Cal'tgl" b 4
Austin Hill x

¢¥ Bonterra. 2



Form Properties — Batch Records

Steps:
1. Open desired form in edit view

¢¥ Bonterra.

&

Services s

Service Information v

.‘|

This form should be completed when a client receives any individualized
service.

Service Date * 'ﬁ'

MM/DDAYYYY |

Service Type* 'ﬁ' Funding Source * 'ﬁ'

| --Please Selact-- w | -Please Select-- v

Service Time in Hours ® 'ﬁ'

Service Notes v

Service Notes




Form Properties — Batch Records

Steps:
Open desired form in edit view

Open the Form Properties

Check the box next to the Allow Batch
Record Creation option

Click Apply
Publish your changes

w nhoE

B

¢¥ Bonterra.

Form Properties (Participant Profile Tier 2)

ENU
Form Mame
] | Services
SerVICes Description

Service Informatio

.'o

CHANGE

Click to open
Form Properties

Program Assignment Type

| User selects program assignment

Settings
| 4 Allow Batch Record creation?
This form should be &

service. [JRecord Limit

[JHide from Document Folder
[CJEnable Form Logic

Record Mame Field

[ Service Date v

Service Date ®

MM/DDYYYY |

Service Type *
[-Plzase Select—

Blueprint Form Tag
[ Please Select — v |

Quick View Fields

Searchable Fields

« Service Date

+ Service Type

+ Funding Source

» Service Date

+ Service Type

+ Service Time in Hours
» Funding Source

» Service Motes

Service Time in Hours *

History

First published by: Shelly Johnson
Service Notes v Last published by: Sabrina Gilbert
Apply

Service Notes

Source * 'n'
Select- v

24



Form Properties — Record Copy

« Save Time

¢¥ Bonterra.

25



Form Properties — Record Copy

« Save Time

« Copies previous responses

¢¥ Bonterra.
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Form Properties — Record Copy

« Save Time
« Copies previous responses

« Commonly used for pre/post
assessments

¢¥ Bonterra.

< Sharon Matthews

DOCUMENT FOLDER OVERVIEW LINKS

( Edit & ) (Createﬂ) ( Print 8 )

ENROLLMENTS APPOINTMENTS

All Documents D Expand Multiline Search Forms
@ Enroliment and Exit Details (1 record)
@ Job Readiness Assessment (2 records)
ASSESSMENT DATE ASSESSMENT INSTANCE JOB READINESS SCORE
02/14/2023 90 Day 8
1M/15/2022 Initial 5
27



Form Properties — Record Copy

Steps
1. Open desired form in edit view

¢¥ Bonterra.

Job Readiness Assessment -a
Assessment Date * 'ﬁ'

MM/DDYYYY |1

Assessment Instance ® 'ﬁ'
() Initial
() 90 Day
(") 180 Day Instance

I have enrolled in or completed my GED/HS diploma * 'ﬁ'
Strongly Disagree Meutral Agree Strongly
Dizagree Agree
I am confident with my interview skills 'ﬁ'

| -Please Select— v |

28



Form Properties — Record Copy

Steps
Open desired form in edit view

Open the Form Properties

Click Apply

Enable Clear On Copy property on
necessary fields

6. Publish Form

1
2
3. Check the box next to Allow Copies
4
)

¢¥ Bonterra.

MENU

Job Readin

Assessment Dat

Form Properties (Incoming Referral Tier 2)

Formn Mame

| Job Readingss Assessmeant

Description

Field Properties

Settings Program Assignment Type

| User selects program assignment

MDDy Yy L LAllow Batch Reggagcreation?
Allow Copies

Assessment Ins

() Initial
() 90 Day
() 180 Day Ins

| have enrolled i

S —

Strongly
Dizagree

I am confidentw

--Please Selact-

I am confident v

v]

[ Record Limit
[ Hide from Document Folder
(] Enable Form Logic

Record Mame Field

| Assessment Instance i

Blueprint Form Tag
| — Please Select — + |

Quick View Fields Searchable Fields

= Assessment Date
= Assessment Instance
= Job Readiness Score

History
First published by: Sabrina Gilbert

Last published by: Sabrina Gilbert 4
Apply

Lo

rongly
Agree

29



Form Properties — Record Copy

Data Entry Steps

1. Open desired record in edit
view

2. Click Copy Record

¢¥ Bonterra.

Job Readiness Assessment

Sharon Matthews

Assessment v

*Assessment Date
02142023 |8
*Assessment Instance

() Initial
@® 90 Day
(") 180 Day Instance

*I have enrolled in or completed my GED/HS diploma

Strongly Dizagree Neutral
Dizagree

I am confident with my interview skills

| Strongly Disagree V|

Agree

Strongly
Agree

COLLAPSEALL

Record Options
a Save Record

E Print Mode

ﬁl Copy Record

ﬁ Archive Record

& New Job Readiness
B View Folder
Q, Go To Search

Attached Enrollments

Assigned Programs

& Program Access

Record Save

Checklist
A

30



Form Properties — Record Copy

Data Entry Steps

1. Open desired record in edit
view

2. Click Copy Record
3. Click Go to copy

¢¥ Bonterra.

. Record Copied
= apricot All e D Sabrina Gil

MENU CORE Pro | Reload Criginal Record || Go To Copy

Assessment v

*Acsessment Date

[ 021142023 |8

*Acsescsment Instance
) Initial
@ 20 Day
() 180 Day Instance

*1 have enrolled in or completed my GED/HS diploma

.’.}j

Strongly Disagres Meutral Agree Strongly
Disagres Agree

I am confident with my interview skills

| Strongly Disagree v |

31



Form Properties — Record Copy

Data Entry Steps

1.

a & WD

Open desired record in edit

view

Click Copy Record
Click Go to copy

Make desired changes

Click Save Record

¢¥ Bonterra.

Sharon Matthews

LWUIck view InTto

Assessment v

*Assessment Date
MM/DD/YYYY |8
*Assessment Instance
() Initial
() 90 Day
() 180 Day Instance

*I have enrolled in or completed my GED/HS diploma

{

)

Strongly Disagree
Dizagree

I am confident with my interview skills

| Strongly Disagree V|

I am confident with writing my resume

() Strongly Disagree
@ Disagree

Mewutral

Agres

Strongly
Agree

Record Options

a Save Record B

() Meutral

E Print Mode

ol Copy Record

ﬁ Archive Record

ﬂ View History

& New Job Readiness
= View Folder

Q Go To Search

Attached Enrollments

ﬂ Attach to Enrollment

Assigned Programs

& Program Access

Record Save
Checklist

X

32



Email Triggers

¢¥ Bonterra.



Email Triggers

« Make workflow easier

¢¥ Bonterra.

Intake &

Screening

Enrollment

Emaill
Welcome
Packet

34



Email Triggers

« Make workflow easier

« Sends automated email to specified
individual(s)

« Example: Email Welcome packet
to new enrollees

¢¥ Bonterra.

Welcome to Helping Hands - Message (HTML)

File Message Help Acrobat Attachments

= e X E:"/ Save As Save All Attachments | 5 Upload ~ &7 Show Message

Welcome to Helping Hands

. . . . Repl % Reply All — F d
info@helpinghands.org <no-reply@socialsolutions.com = © | © Reply | € Reply o
To Sabrina Gilbert Thu 2/16/2023 2:42 PM

Retention Policy DRDeletedlterns - 180 Days (6 months) Expires 8/19/2023

@ Click here to download pictures. Ta help protect your privacy, Cutlook prevented automatic download of some pictures in this message.

I__‘-.-.-E Helping Hands Organization Welcome Packet
16 KB

b

Congrats Alex,

‘You have been accepted into our Better Homes program. We're excited to work with you. Your caseworker will reach out via email to
schedule your goal planning session. Please see the attached welcome packet!

Sincerely,
HH Team

https://apricot.socialsolutions.com/document/edit/id/827

35



Email Triggers

Steps
1. Open desired form in the edit view

¢¥ Bonterra.

Program Enrollment and Exit -ﬁ

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 * 'ﬂ'

| -Please Select-- ~

Enrcllment Date * 'ﬂ'

MM/DD/YYYY |E

Enrollment Notes '|:|'

Motes

36



Email Triggers

Steps
1. Open desired form in the edit view

2. Add Email Trigger Element
3. Publish the Form*

¢¥ Bonterra.

iy

Program Enroliment and Exit L

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 ta this record.

Program * 'ﬂ'

[-Please Select— hd

Enrollment Date * 'ﬂ'

MM/DDAYYYY |

COLLAPSEALL

Field Choices

» All

» Demographic
» Option

» Text

» Numeric

» Calculation

» Date and Time

TTIEE
» Linking
» Special

b Craart Cialde

+ Add Section

&2 Registration

Requirements
v

37



Email Triggers

Steps
Open desired form in the edit view

1
2. Add Email Trigger Element

3. Publish the Form*

4. Configure Email Trigger Properties
5. Click Apply to save changes

6. Publish Form

¢¥ Bonterra.

Field Properties (email trigger)

Dizplay Mame

x)

Enrollment Motification Email

Standard Properties

Required Duplicate Check
Quick View Searchable
[_] Restricted Clear COn Copy

Special Properties

Tooltip

Locked
Hidden

m Email Text Attachments

Reply To :

| info@helpinghands.org |

Recipients -

"Client Email"<field_97@webaddress.com=> sgilbert@socialsclutions.com

—EETS
| Add User To Recipients v |
Fields
| Add Field To Recipients w |

Lo X oo

38
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Report Ideals for Staff

« Make it easier to follow SOPs

« Vary by Organization

¢¥ Bonterra.

» Female

Clients by Gender

Nonbinary, 10.2%

Female, 42.9% -

Male, 46.9%

42.86%
r Male 46.94%

cant of Tor
» Nonbinary 10.2%

mt Frod
1

nant
23
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Report Ideals for Staff

Examgle Post Assessment Due
 Post Assessment Due Missing Pre Test v
Report
Participant Prcfile
ositive Parenting Assessmer
P Filters +

¥ Limit Sections

Repaort last run June 1st 2023, 6:54 pm
Click to refresh data

| Search Q| Displaying 3 of 3 Rows (Expand All Cells)

First = Last " Date of Assessment " Evaluation Type " Days Since Pre Assessment "
Adam Voght Q21472023 Fre Test 107

Chris Batten 021472023 Pre Test 107

Vicky Grayson 03/31/2023 Pre Test 62

Total Rows
3

¢¥ Bonterra.



Report Ideals for Staff

Example

* Pending Inquiries Report

Pending Inquiries »

Search

Q

Pending Inqueries

Report last run June 1st 2023, 6:38 pm

Click to refresh data

Displaying 11 of 11 Rows (Expand All Cells)

Client Phone Number

Client Email

Bulletin with Report Example

Client Status

Alvy
Ashton
Chris
Elizabeth
Evan
Felicia
Heather
Jlane
laquie
Trey
Vicky

Singer
Carter
Batten
Aquino
Anderzon
Batten
Carter

Doe
Thompson
Singer

Grayson

512.454.5454,

212.982.2622.
917.181.1525.
212.928.27286.
410.918.1716.
555.555.5555.
5127774547,
512.556.4544,
512.454.5545,

alvy.singer@gmazil.com
ashton@mymail.com
cb1ogs@mymail.com
lizrules@mymail.com
evana@mymail.com
battenf@mymail.com
heatherc@officemail.com
jdos@fake.com
jthompson@gmail.com
treysinger@gmail.com

vgrayson@gmail.com

pending
pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

¢¥ Bonterra.
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Training & Supporting Staff

* Report Building Webinar

* Questions to Ask:
* What protocols need to be completed in the Software?

« What reports will make it easier for staff to follow those
protocols?

« Ask staff directly

¢¥ Bonterra.
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Additional Resources

¢¥ Bonterra.



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. 45


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. p



Thank you for attending!

We hope to see you
in future trainings.

& Bonterra.
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