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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.

¢¥ Bonterra.



Agenda

Purpose of Linking Fields

Working with Linking Fields
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Testing Your Design

Linking Field Best Practices




Purpose of Linking Fields
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Purpose of Linking Fields

« Shows a relationship between records for Household Profile
reporting

Household Details »

« Common Example Households &

PartICIpantS Family Members =
Associated Client Profile Records
Hide Deactivated Links

Participant Profile Link Info
Parllmpant Name Date of Birth Cllent Status Client Email % Gender % | Head of Household? ﬁm
Added on
B ~
April Billingslea 04151982 Active aprilb@yahoo.co MNonbinary 01/15/2015
, = Added on
her Billingslea | 06/09/1984 | Active abillingslea@gmail.com | Male
Asher Billingsl 06/09A Activ illingzlea@gmail.com | Mal Yes w [=] 01/15/2015

Total Active Links:2, Total Deactivated Links:0, Current Active Links:2, Current Deactivated Links:0
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Purpose of Linking Fields

« Linked records create ease of navigation  [Lousehold Profile

Household Details »

Family Members «

Associated Client Profile Records
C]jc'g the record Uide Deactivated Links - Add
navigates you to
participant profile
Eartlmpant MName Eate of Br v_...c=|u. SLdLus Client Email % Head of Househald? ﬁm
. . Y -
e _ ——— N e . S 5 | Addedon
April Billingslea 04/15/1982 Active aprilb@yahoo.co Nonbinary =] 01/15/2015
-_— Added on
Asher Billingsle 06/09/198 Active billingslea@gmail.com | Male Yes v [=] 01/15/2015
Total Active Links:2, Total Deactivated Links:0, Current Active Links:2, Current Deactivated Links:0
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Purpose of Linking Fields

« Linked records create ease of navigation  |Participant Profile

Profile Details »

* Link can be made from either form

Demographic Information »

Associated Household «

Linked Household Profile (Linking Field) ©

Hide Deactivated Links © Add
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Working with Linking
Fields



Working with Linking Fields

Incoming Referral

Linking Field Example:

Incoming Referral Search

Link Incoming Referrals to
Participant Profiles

|-- Add Search Field -- v | Browse All

The following 7 Incaming Referral records are available

Client Name " Date Of Birth "a

Participant Profile

Maya Anderson 10/09/1986

Alicia Henry 08/19/1965

Amara Jones 11/02/1890 Participant Profile Search

Isabelle Lopez 09/17/1986

R 052312000 |- Add Search Field -- v | Browse All

! 1 - Pl at T O T . . E
hron Vet e — Showing 1- 20 of 60 available Participant Profile record

Adam Voght 09/21/1987 Participant Name “a Date Of Birth Ya | Client Status " Client Email "

Adam VYoght 09/21/1987 adamv@officemail.com
Alicia Henry 08/19/1965 Active henry.alicia@ymail.com
Alonzo LaBarca 04,/03/M1938 Active alonzorocks@mymail.com
Alonzo LaBatsille 03/04M1993 Active AlonzoL@gmail.com
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Working with Linking Fields

Steps:
Open the Base Form in the edit view

Add linking field to the base form
Insert link instructions

Select Target Form

Set linking relationship

Save

Publish Base Form

Update field properties in the Target Form

© 0 N o Ok~ 0 Db BE

Publish Target Form

¢¥ Bonterra.
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Working with Linking Fields

Step 1. Open the Base Form in the edit view

Standard Forms

Select the Form You Wish to Modify Below

% Form Designer

Templates G Participant Profile B
Queries L] Incoming Referral P

Lookup Lists L Household Profile p Edi .

New Tier 2~
From Scratch

Users Form # Caseworker Profile
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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

Incoming Referral 'n' COLLAPSE ALL

Main Contact Info » Field Choices

» Demographic
» Option
» Text

= Mumeric
Referral Status Details v » Calculation

» Date and Time

» Upload
» Hyperlink
Status ﬁ' ¥ Linking
. « Auto Populate
() Enrolling in Program . Dynamic Checkboxes
(O Declined Offer « Dynamic Dropdown
« Link
F Special
Link Instructions '¢'

= Add Section

&’ Registration
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Working with Linking Fields

Step 3: Insert Link Instructions

Incoming Referral

Main Contact Info »

Field Properties (link)

Display Name
Referral Status Deta [Link Instructions

Standard Properties

Status () Required
- . (] Quick View
O Enrolling in Program P ——
esircie
() Declined Offer -
Linked To

[ ] Locked
[] Hidden

) ) | - Please Select --
Link Instructions

vi1 ]

This is required

¢¥ Bonterra.

record(s) can be linked to  of these records can be
each of these records linked to each record
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Working with Linking Fields

Step 4: Select Target Form

Incoming Referral

Main Contact Info »

Field Properties (link)

Display Name
Referral Status Deta [Link Instructions

Standard Properties

Status () Required
- . (] Quick View
O Enrolling in Program P ——
esircie
() Declined Offer -
Linked To

| - Please Select --

Link Instructions —
his is required

¢¥ Bonterra.

[ ] Locked
[] Hidden
2 K2 PO
record(s) can be linked to  of these records can be
each of these records linked to each record
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Working with Linking Fields

Step 5: Set the Linking Relationship
Step 6: Save

Step 7: Publish the Form

¢¥ Bonterra.

Field Properties (link) kd

Display Mame

| Click to select Participant Profile |

Standard Properties

[ Required Duplicate Check [ Locked
(] Quick View Searchable [JHidden
[] Restricted Clear On Copy

Linkad To 6
| Participant Profile w1 v |

record(s) can be linked to  of these records can be
each of these records linked to each record

Mumber of Links per page

Special Properties

[ Wizard Style
(enables wizard style linking)

[] Show Associated Records
(show other records of THIS form that are linked to the same record)

[[] Show Link Description
(allow users to specify additional information to identify each link)

Tooltip

s

Delete
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Working with Linking Fields

Step 8: Update Field Properties of the
Target Form

Step 9: Publish the Target Form.

¢¥ Bonterra.

Participant Profile o

Profile Details » Field Properties (target link)

Display Mams

|Link Instructions |
Demographic Information »  |F=E—_—

[JLocked

[ Quick View [IHidden
| Linked ‘Incoming Referral’ a [] Restricted (] Clear On Copy

Linked To Mumber of Links per page
Incoming Referral
Special Properties

[ Show Associated Records
(show other records of THIS form that are linked to the same record)

Link Instructions

Tooltip

Associated Household » |
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Testing Your Design
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Testing Your Design

Incoming Referral

Main Contact Info

Access the Data Entry Tab

*Intake Date

. All information is confidential and will not be shared without your [ oseseezs |8
Enter Fake Incoming Referral written consent.

*Client Name - ol *Date of B'lrthﬁl
[First | [ Middle |[Last | [mwoorvyy B
Gell Phone Work Phone
LI I Jewe [ ] LI I Jewee [ ]
How did you hear about ua? Email
nternet | customer_care@apricot.infi]

Newspaper

Demographics »

Status

) Enrolling in Program
() Declined Offer

Click to aelect Participant Profile

Hide Deactivated Links O Add

¢¥ Bonterra. 19



Best Practice
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Best Practice — Same Folder Linking

?Field Properties (link)
Linking Field Property TAslso:mntled S— |

Helpful when linking two Tier 2 Forms Standard Properties

(] Required Duplicate Check (] Locked
(] Quick View Searchable (] Hidden
(] Restricted Clear On Copy
Linked To q
Services

Services record(s) can be of these records can be

linked to each of these linked to each Services
records record

(X

Mumber of Links per page
Special Properties

Same Folder Linking
(only allow links to records in the same folder)

(] Wizard Style
(enables wizard style linking)

(] Show Associated Records
(show other records of THIS form that are linked to the same record)

(] Show Link Description

¢¥ Bonterra. 21



Best Practice — Same Folder Linking

Linking Field Property
Helpful when linking two Tier 2 Forms

Narrows search results

¢¥ Bonterra.

Services

Alonzo LaBatsille

Service Information »
Linked "Program Enrollm

Program providing service

Program Enrollment and Exit Search

[ Add Search Field -- ~ | Browse All
The following records are available
Program Enrollment and Exit (2 records)

Counzeling Q2/23/2016

Workforce Training Q9/02/2016

Hide Deactivated Links @ Add
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Best Practice — Same Folder Linking

Same Folder Linking Property NOT enabled

sServices

Program Enrollment and Exit Search

Alonzo LaBatsille
T atic [ Add Search Field - w | Browse All
Showing 1-10 of 60 available Participant Profile records

T I N T Ty ey
Service Information
[ 1

(new) Adam Voght 08/211957
. k 1 - 5
Service Notes » (new) Alicia Henry 081918865 Active
hd 1 (new) Alonzo LaBarca 04/031998 Active

Displaying 1 Program Enrollment and Exit record. More Columns.__

Workforce Assistance 02/03/2015

Linked 'Program Enrq

Program providing service

b 2 (new) Alonzo LaBatsille 03/0419938 Active

(new) Alvy Singer 10/011978 pending

¢¥ Bonterra.
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Best Practice — Same Folder Linking

Same Folder Linking Property NOT enabled

Turn on via Field Properties

¢¥ Bonterra.

Field Properties (link)

Display Name

| Associated Services

Standard Properties

(] Required Duplicate Check (J Locked
O Quick View Searchable (] Hidden
() Restricted Clear On Copy

Linked Ta

services
Services record(s) can be of these records can be

linked to each of these linked to each Services
records record

Mumber of Links per page

Special Properties

Same Folder Linking
(only allow links to records in the same folder)

(] Wizard Style
(enables wizard style inking)

([ Show Associated Records
(show other records of THIS form that are linked to the same record)

[] Show Link Description
(allow users to specify additional information (o identify each link)
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Best Practice — Same Folder Linking

Same Folder Linking Property NOT enabled
Same Folder Linking Property IS enabled

Services

Alonzo LaBatsille

— Program Enrollment and Exit Search

Service Information » _
|- Add Search Field - w | Browse All
Linked 'Program Enrolln

Program providing service
Hide Deactivated Links (4] Add

The following records are available
Program Enrollment and Exit (2 records)

Counseling 02/23/2016

Waorkforce Training 09/02/2016

¢¥ Bonterra.



Best Practice - Wizard Linking

Field Property

¢¥ Bonterra.

Field Properties (link) [X]
H Display Name
[ Individual Goal Setting |
Standard Properties
(] Required Duplicate Check [ Locked
Quick View Searchable (I Hidden
| [ Restricted Clear On Copy
Linked To
| [Goals v][Many ]
record{s) can be linked to  of these records can be
each of these records linked to each record
Mumber of Links per page
Special Properties
(] Same Folder Linking
(only allow links to records in the same folder)
Wizard Style
(enables wizard style linking)
[[] Show Associated Records
(show other records of THIS form that are linked to the same record)
(] Show Link Description
(allow users to specify additional information to identify each link)
Tooltip
| /

26



Best Practice - Wizard Linking

Field Property

Displays a +New button

Improve workflow

¢¥ Bonterra.

Individual Service Plan (ISP)

Alonzo LaBatsille

Plan Details and Narrative »

Goal Setting v

[}
o
[11]
h
]
1
o
=]
|

Individual Goal Setting

Hide Deactivated Links m

27



Best Practice - Wizard Linking

Steps:
Open desired Form in Edit view

Add Linking field
Manage Standard Field Properties

Apply
Publish

L S o o

¢¥ Bonterra.

Check Wizard Style option under Special Properties

Standard Properties

| O Required Duplicate Check [ Locked
Quick View Searchable [ Hidden
| [ Restricted Clear On Copy
Linked To
[ | v |[Many v
record(s) can be linked to  of these records can be
each of these records linked to each record

Mumber of Links per pages

Specisl Properies
[ Same Folder Linking

(only allow links to records in the folder)
Wizard Style
(enables wizard style linking)

[ Show Associated Records
(show other records of THIS form that are linked to the same record)

[_] Show Link Description
(allow users to specify additional information to identify each link)

Tooltip
| | e p

Delete Apply

Field Properties (link) X
H Display Name
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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. 30


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. 32



Thank you for attending!

We hope to see you
in future trainings.
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