Results Conditional Formatting
Webinar
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Meet Your Trainer

Jaime Ransom

Sr. Training Specialist
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Learning Objective

After completing this training, Report Writers will understand how to use
Results formatting tools to customize the look and feel of reports.
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Conditional Formatting
Overview
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Conditional Formatting Overview

Conditional Formatting

The purpose of Formatting Rules is to highlight data that
meets specific criteria. Formatting can be used to highlight
records that have poor data quality, or to alert staff when a
participant needs a specific service or is ineligible to
receive a service.

In this example, Participants younger than 18 have their
DOB highlighted in yellow.
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Conditional Formatting Overview

Two main steps

 Create Rule

* Apply Rule
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Conditional Formatting Overview

There are Two Steps: Create and Apply

Step 1: Create Step 2: Apply
1. Go to Analyze > ... > Formatting Rules 4. Select which column to apply formatting to and

right click > Formatting Rules
5. Check the box for the desired rule and click OK

2. Click + to open the Create Rule window

3. Name, select filters and/or add conditions,
determine format that will be applied, click OK to 6. Confirm format was applied correctly based on
save the Rule rule

¢¥ Bonterra.



Creating Rules
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Analyze

Baa

Drill

Fold / Unfold

Creating Rules

Steps to Create . o; Formatting Rules...

# Track Data Changes...

Here's the list of rules you have created. They apply in the order you see below.

Rule Description

1. Goto Analyze > ... > Formatting Rules

2. Click + to open the Create Rule window

3. Name, select filters and/or add conditions, o

Creat@

determine format that will be applied, click OK to J v
save the Rule N
escription:
Add Condition Condition /
Filter Operator Operands
Primary Language_212 Equalto ~~ English X
And  Secondary Language 213 . | Equalte ~ Spanish X
+
Cell Contents Format ... «
ancel
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Formatting Rules

¢¥ Bonterra.

Cell Contents | Format ...

| <p—

©

OK

Create Rule Pl
Name: English Speakers who speak Spanish h
Description:
Add Condition | | Condition X
Filter Operator Operands
Primary Language_212 | | Equalto -~ English | || X |
And Secondary Language_213 | | Equalto -~ Spanish | || X |
L+ ]

Cancel
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Applying Rule to Direct
Column
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| I— [
Iﬂ Content >
10/15/01
. - 1212101 | ¥ Cut
pplying kule to Direct Column
714102 Hide 5
12019/02
| X Delete
412103
1726104 { %) Comments
6/13/04 | Set as Section
Apply Formatting Rules M nsen ;
712005 |
Here's the list of rules you have created. They apply in the order you see below. 10/9/06 e
Steps to Am e Description 7707 | Hyperlink ?
si9io7 | Element Link >
¥| DOB = Child 12122107
{ Footer Calculation >
12024107
. . | o Assign Reference...
4. Select which column to apply formatting to inme o
1/23/08 \ Formatting Rules.
and right click > Formatting Rules 2 | 5 Das >
9 E— | Format Display...
5. Check the box for the desired rule and click asog | _FomatTablecel

1,633  Kimberley

O K 1,606  Scott
1,575  Marcella + Z &5 %

6. Confirm format was applied correctly based 230 | Myssa

1,582 Morgan

On ru Ie 1,614  Karen Walters 8th Ave Servic THOF Female
1,671  Amos Tatum 8th Ave Servii 8/9/07 Male
1,645  Gilbert Allen 8th Ave Servic 12/22/07 Male
1,650  Wiliam Chen 8th Ave Servii 12/24/07 Male
2432 Bobby Thomas 2th Ave Servi¢ 1/1/08 Iale
1,522 Thomas Jones 8th rvie 1/23/08 Male
2498  Joan Allen 8th E‘vic 2/6/08 Male
1,640 Brenda Coffey 8th Ave Servi¢ 12M18/08 Female
1,663 Penny Flowers 8th Ave Servit 3/27/09 Female
1,566 Tina Hall 8th Ave Servi( 4/5/09 Female
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Applying a Rule to
unrelated column



Applying Rule to Unrelated Column

Steps to Apply

4. Select which column to apply formatting to
and right click > Formatting Rules

5. Check the box for the desired rule and click
OK

6. Confirm format was applied correctly based
on rule
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315101

10/15/01

12M12/01| oo

| € Copy

2121102
7114102

12[19!02.
411203
1/26/04
613704 .
518/05 .
71205

10/8/06

THI07 .
87 .
12/22!0?‘
12/24!'0?.
11108

1123008 |;

Content

% Cut

Hide

X Delete

| &5 Comments

Set as Section
Insert
Hyperlink
Element Link

Footer Calculation

| o Assign Reference...

Formatting Rules.

216/08

12/18/08
3127109 .
4/5/09 .

| 2¢ Data

Format Display..

Format Table Cell
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Additional Resources
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Additional Training Opportunities

« Knowledge Base Articles — Search in Chat

« On-demand Videos in our Bonterra Academy

* Free Webinars & Recordings

« Boot Camps - Intensive Multiday Trainings that Cover the Basics

» Labs - 2 hr Live Trainings on Specific Topics and Capabilities

Build confidence and knowledge
In our software.

¢¥ Bonterra. 17


https://academy.bonterratech.com/

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!
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Thank you for attending!

We hope to see you
in future trainings.

& Bonterra.
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