
Working with Participants & 
Families Webinar
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Meet Your Trainer

Sabrina Gilbert

Manager, Customer Training

trainingteam@bonterratech.com 

mailto:trainingteam@bonterratech.com
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Learning Objective

This session will support users in understanding best practices for adding 
new participants and families in ETO. 
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Agenda
Intro

Preventing Duplicates

Adding New Participants  Families

Exiting Participants  Families

Intro 

Preventing Duplicates 

Adding New Participants & 
Families

Exiting Participants & Families
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Intro 
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Intro

• Members of your target population

• Can be called by other names

• Can be grouped together 
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Preventing Duplicates
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Preventing Duplicates

Search first

Quick Search

Site level scope
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Preventing Duplicates

Both active and inactive

Shows enrollment status

Click existing record for more 
details
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Preventing Duplicates

Name in results is existing record

Use Enroll Participants feature to 

make them active in your 

program

Allows participant to be active in 

multiple programs simultaneously
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Adding New Participants & 
Families
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Adding a new Participant

Steps:

1. Participants

2. Add New Participant

3. Enter demographic details

4. Click Save
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Participant Dashboards in ETO

Automatically created

Contains Action Links 

Customized by Admin
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Adding a new Family

Steps:

1. Participants

2. Add New Family

3. Enter Family Name

4. Select Relationship of 1st 

member

5. Enter demographic details

6. Select Relationship of  2nd 

member

7. Enter demographic details

8. Repeat steps 5 & 6 for each 

family member

9. Click Save
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Family Dashboards in ETO

Automatically created

Contains Action Links 

Click Name to work 1:1
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Best Practice

Enter as much data as you can into the demographic fields as any 

field can be included as part of a report

Demographics

Blank Male Female Transgender



18

Exiting Participants & 
Families
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Exiting Participants & Families

No longer receiving services

Can dismiss individual and or Family

Data still reportable

Can be re-enrolled
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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

Build confidence & knowledge in 

our software!

https://eto-articles.socialsolutions.com/en/
https://www.bonterratech.com/training
https://bonterraacademy.bonterratech.com/self-signup/index
https://bonterraacademy.bonterratech.com/self-signup/index
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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: eto@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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