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Becoming a Strong User 

Webinar
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Meet Your Trainer

First Name Last Name

Training & Development Associate
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Learning Objective

Introduce standard users to the best practices for data entry and 
obtaining support for using Apricot so that users can effectively leverage 
the software as a tool to make their job easier.
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Agenda

Data Integrity

Navigating the Help Center

Contacting Your Administrator

Bonterra Academy

Data Integrity

Navigating the Help Center

Contacting Your Administrator

Bonterra Academy



5

Data Integrity
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Data Integrity

• Purpose of Apricot

• Measure & Demonstrate Impact

• Data Integrity is a determining factor 

in achieving this purpose
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Data Integrity

• Inaccurate data in Forms shows in 

Reports

• Reports become inconclusive
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Data Integrity

Four Pillars

• Accuracy

• Uniformity

• Completeness

• Timeliness
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Data Integrity

Accuracy

• Is data entered in the system correctly?

• Correct Format?

• Most Up to date?
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Data Integrity

Uniformity

• Built into most fields 

• “Other” option is the exception
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Data Integrity

Uniformity

• Variations Impact Reports

• Ask Administrator 
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Data Integrity

Completeness

• Is the data there?
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Data Integrity

Completeness

• Is the data there?

• Unanswered fields create 
blank reports

• Enter data in all fields 
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Data Integrity

Timeliness

• In time for reporting

• Entered close to real time
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Navigating the Help Center
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Navigating the Help Center

• Accessed via Left Navigation Bar

• Functions like Google Search

• Accessible to all users
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Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the left 

Navigation Bar
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Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the left 

Navigation Bar

a) Click Log in Using Apricot
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Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the left Navigation Bar

a) Click Log in Using Apricot

b) Click Knowledge Base



20

Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the 

left Navigation Bar

2. Enter the feature name in the 

Search Terms
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Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the left 

Navigation Bar

2. Enter the feature name in the Search 

Terms

3. Select the desired article from Search 

Results
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Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the left 

Navigation Bar

2. Enter the feature name in the Search 

Terms

3. Select the desired article from Search 

Results

4. Click Video Link(s) to watch video demo 

(optional)
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Navigating the Help Center

Steps to Navigate the Help Center

1. Click the Help Center option on the left 

Navigation Bar

2. Enter the feature name in the Search Terms

3. Select the desired article from Search 
Results

4. Click Video Link(s) to watch video demo 

(optional)

5. Read through article and follow steps

6. Repeat steps to access additional articles
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Contacting Your 
Administrator
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Contacting Your Administrator

• Request access

• Report an error message

• Clarity on Org. specific Protocol
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Contacting Your Administrator

Include the following: 

• Program Name

• Name of Form/Feature

• Steps leading to challenge

• Screen Shot
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Bonterra Academy
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Bonterra Academy 

• Free Account

• Accessed via Self Sign – Up link

• Code: Apricot End User
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Bonterra Academy 

Steps to Sign Up with Free Account

1. Click the Self Sign – Up link

2. Enter your Name & Email

3. Enter the text  Apricot End User in the 

CODE field

4. Click Register
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Bonterra Academy 

Steps to Sign Up with Free Account

1. Open the Self Sign – Up link

2. Enter your Name & Email

3. Enter the text  Apricot End User in 

the CODE field

4. Click Register

5. Look for Email from 

system@litmos.com prompting you 
to choose password and log in for 

first time

6. Click the link in the email.

mailto:system@litmos.com
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Bonterra Academy 

Steps to Sign Up with Free Account

1. Open the Self Sign – Up link

2. Enter your Name & Email

3. Enter the text  Apricot End User in 

the CODE field

4. Click Register

5. Look for Email from 

system@litmos.com prompting you 
to choose password and log in for 

first time

6. Click the link in the email

7. Create a password.

mailto:system@litmos.com
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Bonterra Academy 

Steps to Sign Up with Free Account

1. Open the Self Sign – Up link

2. Enter your Name & Email

3. Enter the text  Apricot End User in the 

CODE field

4. Click Register

5. Look for Email from system@litmos.com 

prompting you to choose password and 
log in for first time

6. Click the link in the email.

7. Create a Password

8. Click Continue to Log into the Academy

mailto:system@litmos.com
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Learn the Software

Suggested Learning Path

1. Apricot 101, 201, 301
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Learn the Software

Suggested Learning Path

1. Apricot 101, 201, 301

2. Apricot Foundational Webinars for Data Entry
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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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