
Starting Strong With Apricot

Apricot Fundamentals

We will begin shortly!
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Meet Your Trainer

Jaime Ransom

Training Specialist

clienttrainingrequests@bonterratech.com
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Learning Objective

This training will cover:
- The structure of Apricot
- Users and Permissions
- Basic setup of forms & reports

By the end of this session, the goal is for you to understand the structure of 
Apricot, as well as the fundamental areas of Apricot that are key to using the 
system effectively.
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Agenda
Apricot Structure

Sites  Programs

Forms  Reports

Apricot Structure

Sites & Programs

Users & Permissions

Forms & Reports
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Apricot 
Structure
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Features of Apricot

Key 
Areas

Sites Programs Tier 1 Forms Tier 2 Forms Reporting

Extras Referrals
Classes & 

Terms
Connect Workflows

Inventory 
Management
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The Filing Cabinet

Think of Apricot like an old school filing cabinet

1. Filing cabinet = Apricot site

2. Drawer = Program within that site

3. File = Document Folder

o Face sheet = Tier 1 form

o Service notes = Tier 2 forms
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Sites & Programs
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Site and Program Structure

Organization

Site 1

Program A Program B

Site 2

Program C Program D
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Site & Program Structure

Programs:

• Divide data by organizational 

programs

• Forms

• Clients

• Reports
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Users & Permissions
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What Are User Accounts

• Allows individuals access to the software

• Requires a username and password 

• Must be assigned to a Role & Program 
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What are Roles?

• Indicate what features should be 

available

• Forms

• Reports

• Bulletins

• Referrals

• Shared Files

• Indicate what action users should be 
able to take with those features

• Can have multiple roles

• Single Role can be used across 
different job titles with similar duties.
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Forms & Reports
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Apricot Forms

• Tier 1 and Tier 2 forms used to track data 

entry within Apricot

• Tier 1 forms are generally used for collecting 

demographic information

o Intake Forms

o Participant Profile

• Tier 2 forms are generally used for tracking 

services data

o Counselling Notes

o Workshop Attendance
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Form Builder

• Forms are built in Apricot to 

replicate the paper forms or 

spreadsheets that your agency 

may have previously utilized

• Built on the administrative side 

of Apricot

• Structured to capture data in a 

way that allows for optimal 
reporting
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Apricot Reports
• Reports are built in Apricot to provide you with key insights and summaries of the data collected within your 

forms

• Can create cyclical reports for funders or data quality reports for administrators

• Reports may show where data is missing, participant change over time, numbers of clients served, 

demographic breakdowns and more!
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Report Builder

- Reports are built from the data 

fields collected in your forms

- Built on the administrative side of 

Apricot

- Present rows of data or visual 

representations

View the "Connection Between Forms 
& Reporting" webinar for best practices 

to optimize reports.
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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!



Thank you for attending!

We hope to see you
 in future trainings.
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