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Troubleshooting Your Report
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Meet Your Trainer

First Name Last Name

Training & Development Associate



4

Learning Objective

Review 3 common mistakes users make when working with the Report Builder 
in Apricot so that Administrators can confidently trouble shoot and or avoid 
these issues when working with reports.
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Agenda
Red Error Message

Root  Connecting Form Relationship

Filter Logic

Red Error Message

Root & Connecting 
Form Relationship

Filter Logic



6

Red Error Message 
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Red Error Message

Common Causes:

• Field Removed from a Form

• Broken Filter

• Broken Filter Logic
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Troubleshooting Deactivated Field

Option 1:

• Republish the Report 

• Resolves Message

• Sometimes requires rebuilding*
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Troubleshooting Deactivated Field

Option 2:

1. Reactivate the field 
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Troubleshooting Deactivated Field

Option 2:

1. Reactivate the field 

2. Remove the column from the report 
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Troubleshooting Deactivated Field

Option 2:

1. Reactivate the field 

2. Remove the column from the report 

3. Publish changes to the report
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Troubleshooting Deactivated Field

Option 2:

1. Reactivate the field 

2. Remove the column from the report 

3. Publish changes to the report

4. Deactivate the field again
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Red Error Message

Troubleshooting Broken Filter

1. Remove the filter 

2. Add filter again
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Red Error Message

Troubleshooting Broken Filter Logic

1. Remove the last filter you added

2. Recreate the filter 
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Root & Connecting Form 
Relationships
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Root & Connecting Form Relationships

Common Challenges

• Duplicate Records

 



17

Root & Connecting Form Relationships

Common Challenges

• Duplicate Records

Common Causes

• Not referencing Linking Field

• Inaccurate form order

 



18

Root & Connecting Form Relationships

Troubleshooting:

• Rebuild the section
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Root & Connecting Form Relationships

Troubleshooting:

• Rebuild the section

• Choose Root Form Wisely

• Consider what forms are related to 

one another before adding fields
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Root & Connecting Form Relationships

Troubleshooting:

• Rebuild the section

• Choose Root Form Wisely

• Consider what forms are related to 

one another before adding fields

• Adjust Form properties to ensure 
report shows data based on linked 

relationship
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Filter Logic
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Filter Logic

Common Challenge

• Data not returning as expected

Common Cause

• Logic missing parentheses
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Filter Logic

Trouble Shooting

• Add Parentheses to the logic

• Cross check with preview data
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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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