Apricot
Troubleshooting Your Report
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Meet Your Trainer

First Name Last Name

Training & Development Associate
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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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Red Error Message

Common Causes:

Client List =

b Field Removed from a Form The field 'Ethnicity’ referred to by the column 'Ethn

fi
The section has been automatically repaired and should be republished.

' iz no longer active.

 Broken Filter b Forms

P Filters Participant List »

» Broken Filter Logic ¥ Limit Sections

+
Report last run Jun
Click to g a
Results limited 8 Filter Logic
[1and2
¥ Group Filters +

The figld '"Ethnicity’ referred to by 1l
£ section has been automaticall ¥ Limit Sections

Report last run November 9th 2022, 1:18 pm

Fir&t'n- Last 'n- Date of'n- Intake Click to refresh data
Birth Date Results limited to the first group.
len Fulton 07181990 | | 1012208
Kris Oppenheimer | | 05/021887 | [ 1013/200 d_96 55 column, 432

- 2 4331 7. DATE_FORMAT(

olumn_4

e}
2 INNER JOIN da

jtina izt AND (con
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Troubleshooting Deactivated Field

Requirements

Option 1: . .
Client List =
Report Actions

® Re pUbIISh the Repo rt The field 'Ethnicity’ referred to by the column "Ethnicity’ is no longer active. o
The section has been automatically repaired and should be republished. + Add New Section
_
a Save Report

* Resolves Message b Forme
+ [-ll Copy Report

b Filters
I |l| Publish Report

« Sometimes requires rebuilding* e
ﬁ Revert Report

E Delete Report

Report last run June 23rd 2023, 3:46 pm 4y Return to Report List

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

The field "Ethnicity’ referred to by the column 'Ethnicity' is no longer active.
The saction has been automatically repaired and should be republizhed.

Birth Date Date Intake & Status
Enrollment

Firsl'n' Last 'n- Dateof'n- Intahe'n- Enrnllmem-ﬂ #Daysb,-‘n'n- clientln'|j o
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Troubleshooting Deactivated Field

O[ !t| on 2: Participant Profile 'n- COLLAPSE ALL

L. Reactivate the field

Requirements
Participant Name Ok a Intake Date ﬁ v

[First |[Migdle |[Last | [ 06232023 |8

Form Actions

Date of Birth ak a A save Form

MMDDYYYY |2 &5 Publish Form

O Templatize
Client Status a How did you hear about us? a
Ay Previous Version
(O Active [ Internet
. Deactivate Form
O Inactive [ Newspaper [2] Desctiva
O Other [ Radio & Form Permissions
[] Other 4y Return to Form List
ShowHide Inactive Fielda
Client Phone Number £+ ClientEmail o

C I e[ ] [customer_care@apricoLinfi|

Inactive Fields (drag and click save to activats)

Parenting Pre Test ﬁ
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Troubleshooting Deactivated Field

Option 2:
1. Reactivate the field

2. Remove the column from the report

¢¥ Bonterra.

Client List =

¥ Forms

Participant Profile

Program Enrollment and Exit

B Filters

w Limit Secticns

[

Column Properties

Mame

| Ethnicity

Data Style Summary Click to UIED.
® Mormal ® Mo Summary - Pro -

O Tet () Count Distinct Field perties

Fire ) Mumeric
() Custom Text
) Custom Numeric

Jen c
Formatting »
Kris

liar Form Info »
less

Kend

Luiz ‘ Ortiz ‘

2

Delete

04151975 ‘ ‘10,-'1.-1.-"20'5

Apply

103

01/25/2017 ‘

« | Ethnicity

client £}/ |

Status
Hizpanic Active
Mon- Active
Hispanic
Mon- Active
Hispanic
MNon- Active
Hizpanic
Mon- Active
Hispanic
Hizpanic Active
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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

¢¥ Bonterra.

Client List +

¥ Forms

B Filters

¥ Limit Sections

ment and Bt

Report last run June 23rd 2023, 4:15 pm

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

Firstf{b| |Last  {§| |Dare of i} | | Intake £3§ | | Enroliment{(} | | #Daysb/n £¥| | Client £
Birth Date Date Intake & Status
Enrollment
len Fulion 07181990 | | 1012/2016 | [ 01/23/2017 103 Active
Kris Oppenheimer | (0Q5/02(1987 | (10132016 | | 01/24/2017 103 Active
Ulianz Dallmicoiznag N3/1A10985 10151 201R QU2E2017 102 Artive

Gei
Fen

[Fen
|

Lon

Field Choices

Requirements
v

Report Actions
&4 Add New Section

B save Report

51 Copy Report
15 Publish Report

oy Revert Report
— -
B Delete Report

4y Return to Report List




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

¢¥ Bonterra.

Participant Profile

Profile Details »

Demographic Info

Field Properties (dropdown)

Display Mame

o

| Ethnicity
Standard Properties
Ethnicity [ Required [_] Duplicate Check [J Locked
[—Please Selact— w | (] Quick View [l searchable (] Hidden
[ Restricted [CJ Clear On Copy
Marital Status Field Choices £
[—Please Select— w | Hispanic ~
[ Non-Hispanic
A Yes [ Allow Other
I/—J MNo Special Properties
' Default Value
Monthly Income | ‘ﬁ'
Tooltip
%1,000.00
| A
Employer ‘ﬁ'

)
K
&

L Deactivate ] Apply

Upto 2 MB
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Red Error Message

Troubleshooting Broken Filter

1. Remove the filter

2. Add filter again
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Participant List =

¥ Filtars

¥ Group Filters o

¥ Limit Sections

Report |

Filter Properties

Auls

[Record ID

| Matches Any OF v |

Lookug Vakies 1o Malzh

33(1)
O340
135 (1)
136 (1)
37 (1)
m3s(n)
239 (1)
408 (1)
] 409 (1)
410 (1)

Oritwar Valuas so Madoh

3]

Enter | separated values (or click lookup icon)

* indicabes Selds thei are already nduded n s section

iard Cpoons

o d Olnverse
| [ Locked

d¢ [ Comparison

[CIHidden
[ Global
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Red Error Message

Troubleshooting Broken Filter Loqgic

1. Remove the last filter you added

2. Recreate the filter

¢¥ Bonterra.

Participant List =

W Forms
cipent Fresile
¥ Filtars

Filter Logic

1 and 2 Filter Properties
¥ Group Filters -
- _ | Chent Status -
W Limit Sactions |Malches.=kny T, vl
Lookup Values (o Masch e

Active (B4)
Inactive (2)
(] Waiting List (2}

Dher Values fo Match

Enter | separated values (or click lookup icon)

* indicates felds that are siready induded in the sedtion
Sl opons
| [LlInverse
22 M Locked
28 Hidden
[ Global

[ Comparison

] 2-. Delete Apply

DATE FORMAT date Zomery oy S T T - IR OF TERRINOWTIN S DT F TERRIOEE ZTai v commmm 435

El

the manual that

| Hara_2 fisld_444)) AS

i as column_432
SRMAT{NCW, e

a0, CONC

gn-Hizpanic) QRDER

ald_B)) AS
data_2 field_444)) AS

elumn_432
T
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Root & Connecting Form
Relationships



Root & Connecting Form Relationships

Common Challenges

* Duplicate Records
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Services Related to Specific Program v

¥ Filters

¥ Limit Sections

Report last run November 3rd 2021, 8:45 am

Results limited to the first 10 Rows.

Click to refresh data

First Last Start Date -n' End Date -n' Program Record ID
Sam Doe 04/01/2017 Legal 1437
Sam Dos 04012017 Employment 1437
Sam Doe 0514/2020 Legal 1437
Sam Dos 04012017 Legal 1438
Sam Doe 04/01/2017 Employment 1438
Sam Dos 0514/2020 Legal 1438
Sam Doe 04/01/2017 Legal 1439
Sam Doe 04/01/2017 Employment 1439
Sam Doe 0514/2020 Legal 1439




Root & Connecting Form Relationships

Common Challenges

* Duplicate Records
Common Causes

» Not referencing Linking Field

* |naccurate form order

¢¥ Bonterra.

Services Related to Specific Program v

Report last run November 3rd 2021, 8:45 am

Resu

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

First -n' Last -n' Start Date -n' End Date -n' Program Record ID
Sam Do 04/01/2017 04/14/2017 Legal 1437
Sam Doe 04/01/2017 0414/2017 Employment 1437
Sam Doe 05014/2020 Legal 1437
Sam Doe 04/01/2017 0414/2017 Legal 1438
Sam Deoe 04/01/2017 04/14/2017 Employment 1438
Sam Doe 0514/2020 Legal 1438
Sam Deoe 04/01/2017 04/14/2017 Legal 1439
Sam Doe 04/01/2017 04/14/2017 Employment 1439
Sam Doe 05014/2020 Legal 1439
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Root & Connecting Form Relationships

Troubleshooting: _
Services by Program »

 Rebuild the section

¥ Forms

Particinant Prot
g I

(=14

i

¥ Filters +

¥ Limit Sections

Report last run June 24th 2023, 3:05 pm
Click to refresh data

Results limited to the first 10 Rows.
First -ﬂ- Last -ﬂ- Service Type -ﬂ- Program -ﬂ-
Alicia Henry Family Coaching Empowering Families
Alicia Henry Family Coaching Empowering Families
Alonzo LaBatsille Job Search Supports Workforce Training

¢¥ Bonterra.




Root & Connecting Form Relationships

Troubleshooting:

Rebuild the section
Choose Root Form Wisely

Consider what forms are related to
one another before adding fields

¢¥ Bonterra.

Services by Program

W Forms

W Filters

W Limit Sections

Report last run June 24th 2023, 3:05 pm

Click to refresh data

Results limited to the first 10 Rows.
First -ﬁ- Last -ﬁ- Service Type -ﬁ- Program -ﬁ-
Alicia Henry Family Coaching Empowering Families
Alicia Henry Family Coaching Empowering Families
Alonzo LaBatsille Job Search Supports Waorkforce Training
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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

¢¥ Bonterra.

Client Services by Program v

¥ Forms

¥ Limit Sections

Services Form Properties [highlight]

Connested Ta

() Participant Profile
'® Program Enroliment and Exit |

Regquired

@ Always

.

_' Sometimes
FC

J Never

Using Field
® Associated Services (linking)

Participant Profile records will enly be included if

'hEJ hawe at l=ast one Senices record

Limat

@ None

() Last Created
() First Created

Enforce Programs filter (where applicable)

Enforce User Level Access filter (where applicable)

First  §}| |Last

Alicia Henry

Alicia Henry A

Alonzo LaBatzille

Alonzo LaBatzille

Beth Crane

Deandre Reynolds ‘ ‘

Illiana Pallmissiano | |
| |-

35E5+ 4
Delete Apply
Empowering Families | Family Coaching
Counseling | |.~o nzeling - Individual Session

%]

| -

Field Choices (-]
» Special Columna
¥ Sites and Programs l

® Enrollments

» Participant Profile
» Program Enrollment and
Exit
» Goals

¥ Individual Service Plan
(1sP)
¥ Services

=+ Add Multiple Columns

Requirements
v

Report Actions
= Add New Section
B Save Report
o1 Copy Report
ot Publish Report
ﬂ Revert Report

= ~
H Delete Report
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Filter Logic
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Filter Logic

Services by Date and Program «

Common Challenge

« Data not returning as expected

Filter Logic

[1Tand2or3

Common Cause

¥ Limit Sections

« Logic missing parentheses
Report last run June 25th 2023, 4:01 pm
Click to refresh data

[Search Q] Displaying 10 of 10 Rows (Expand All Cells)
Service Time in Hours " County "

Aliciz Hernry Empowering Familias | 06/06/2023 Counzeling - Group Seasion 1.30 Hudson County
Aliciz Henry Empowering Families | 06/09/2023 Counzeling - Group Seasion 200 Hudson County
Alicia Henry Empowering Families | 0615/2023 Resource Sezaion 073 Hudson County
Alicia Henry Empowering Families | 04,/18/2023 Family Coaching 1.50 Hudson County
Alonzo | LaBatsille | Workforce Training 04M10/2023 Job Saarch Supporta 073 Hudson County
Alonzo | LaBatsille | Counszaling 06/06/2023 Counzeling - Group Seasion 1.50 Hudson County
Alonzo | LaBarca Workforce Assiatance | 06/06/2023 Counzeling - Group Seasicn 1.50 Hudson County
3 Crofton Counesling Q8/02/2023 Counzeling - Group Seasion 200 Hudson County
ia Crofton Counzeling 04,/04/2023 Counzeling - Individual Seazion | 1.00 Hudson County
Luther | Henderaon | Courneeling 0E/09/2023 Counzeling - Group Seasion 2.00 Hudson County

¢¥ Bonterra. 2



Filter Logic

Trouble Shooting

* Add Parentheses to the logic

* Cross check with preview data

¢¥ Bonterra.

Services by Date and Program =

P Forms

¥ Filters +

Filter Logic
[1and (2 or 3)

¥ Limit Sections

Report last run June 25th 2023, 4:04 pm
Click to refresh data

Search Q| Displaying 7 of 7 Rows (Expand All Cells)

Program . Service Time in
9 = Hours =

. ) Empowering e Counseling - Group Hud=zon
Alicia | Henry Families 06/06/2023 Session 150 County
. ) Empowering Inal Counseling - Group Hudsan
Alicia Henry Families 06/09/2023 Session 200 Caunty
. ; Empowering I . Hudszaon
Alicia | Henry Familics 06/15/2023 Resource Session 075 County
, ) Counseling - Group Hudsan

flal=Ty
Alonzo | LaBatsille | Counseling 06/06/2023 Session 1.50 T
Workforce Counseling - Group Hudszaon

. 06
Alonzo | LaBarca Assistance 06062023 Session 1.50 County
) Counseling - Group Hudzaon

s
Lara Crofton Counzeling 06/09/2023 Session 200 oy
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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. 25


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. 27



Thank you for attending!

We hope to see you
in future trainings.

& Bonterra.
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