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Meet Your Trainer

Jaime Ransom 

Training & Development Associate
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Learning Objective

Review best practices for using Linking Fields within the Form Designer of 
Apricot so that Administrators can make informed decisions when creating 
or modifying forms. 
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Agenda
Purpose of Linking Fields

Working with Linking Fields

Testing Your Design

Purpose of Linking Fields

Working with Linking Fields

Testing Your Design

Linking Field Best Practices
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Purpose of Linking Fields
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Purpose of Linking Fields

• Shows a relationship between records for 

reporting

• Common Example Households & 

Participants
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Purpose of Linking Fields

• Linked records create ease of navigation
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Purpose of Linking Fields

• Linked records create ease of navigation

• Link can be made from either form
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Working with Linking 
Fields
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Working with Linking Fields

Linking Field Example:

Link Incoming Referrals to 

Participant Profiles
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Working with Linking Fields

Steps:

1. Open the Base Form in the edit view

2. Add linking field to the base form 

3. Insert link instructions

4. Select Target Form 

5. Set linking relationship 

6. Save 

7. Publish Base Form

8. Update field properties in the Target Form

9. Publish Target Form
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Working with Linking Fields

Step 1. Open the Base Form in the edit view
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Working with Linking Fields

Step 1. Open the Base Form in the edit view

Step 2. Add the linking field to the form
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Working with Linking Fields

Step 3: Insert Link Instructions
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Working with Linking Fields

Step 4: Select Target Form
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Working with Linking Fields

Step 5: Set the Linking Relationship

Step 6: Save 

Step 7: Publish the Form
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Working with Linking Fields

Step 8: Update Field Properties of the 

Target Form

Step 9: Publish the Target Form. 
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Testing Your Design



19

Testing Your Design

Access the Data Entry Tab

Enter Fake Incoming Referral
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Best Practice
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Best Practice – Same Folder Linking

Linking Field Property

Helpful when linking two Tier 2 Forms 
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Best Practice – Same Folder Linking

Linking Field Property

Helpful when linking two Tier 2 Forms 

Narrows search results



23

Best Practice – Same Folder Linking

Same Folder Linking Property NOT enabled 



24

Best Practice – Same Folder Linking

Same Folder Linking Property NOT enabled 

Turn on via Field Properties
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Best Practice – Same Folder Linking

Same Folder Linking Property NOT enabled 

Same Folder Linking Property IS enabled
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Best Practice – Wizard Linking

Field Property
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Best Practice – Wizard Linking

Field Property

Displays a +New button

Improve workflow
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Best Practice – Wizard Linking

Steps:

1. Open desired Form in Edit view 

2. Add Linking field

3. Manage Standard Field Properties

4. Check Wizard Style option under Special Properties

5. Apply 

6. Publish
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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!

We value your feedback!



Thank you for attending!

We hope to see you
 in future trainings.
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