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Activating / Locking Projects and Activities

Activating / Projects can be marked as Active or Inactive. Inactive Projects remain in the
De-Activating database, but are not shown when creating new activities. Inactive Projects are
Projects primarily those of an historical nature and not part of current programming. Inactive
Projects will appear when in the search mode.
&= Projects 1 [Rush-Hour Classics 3]
| Iain Contracts | |Rental Contr. | Expenses Budgets
__Name Code Account
1 IRZE G
[ [parks (Comm. service) ) PARK 50009
Pops St t— POPS 01 PSO096
Pops Series POFS 0 PSO09E
“Inactive” Projects (such as the Parks Project in this example...
... appear when executing searches... ...but not when creating new activities.
| Main | Program | | Main | Programm |
(rope ) I [
Jazz 08
Eate Parks (Cornm, Service) > Date Pops Series 1
. * v [P 03.05.2007 % % |Pops Series 2
Pons Serie:
To make a Project inactive... con
1. Open the Projects area e S
2. If necessary, perform a basic search for the o=
Project
3. Go to the Main screen for the Project in question
4. Un-Check the Activated box o :
(NOTE: The concept of Active/lnactive entries extends to the Address Book and Works
area of OPAS. Contact Technical Support if you have any questions)
Locking / Projects can also be Locked. When a Project is Fie Edi FRecord ManData Background Data
Unlocking Projects locked, all data - Activities, Contracts, Personnel

Records, Rental scores, Expenses - associated with
that Project are locked against accidental or intentional

deletion or editing. Maif | Al

Sef activated ON
Unlack Prajects

To Lock a Project

Open the Projects area
If necessary, perform a basic search for the Project

Go to the Main screen

Click the Function icon S

Select Lock Project and click the Start Function button
Confirm the number of Projects to be locked.

ok wNE

When a Project is locked, all fields are shown as ‘un-editable’. In addition, all
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associated areas of OPAS are also Locked and cannot be changed or deleted,

regardless of the date of the activity:

= Projects 1| [Baroque 1]

Conkracts uaental Contru Expenses H Budgets ” Perf, Hist. ” To-Do List ”Ad

[ Tvpe ]| Crchestra Operations - ‘

Mame | Barague 1 |

All Dates, Expenses,
Contracts, Services and
other records associated
with a locked Project are

also automatically locked.

FILTER: Dates 1 [Fr, October 22, 2004, 08:00 PM : Con - Concert]

AddtionalDats ||

Tobolst || Docut

]| con- Concert v e[12]

Swes.

Week Month Year PW B

B3 Season

|30 0130100 5 [oes3| 10feooe | 8 | [[osos

~

Mame 2 |
N
~ [ Project
N
S N Date
N [10.22.2004
Text _abhre

[ venue

]| Lisner auditarium - Washington

[ conductor

]| Beznosiuk, Pavia

|

[ orchestra

]| Horthem virginia Symphany

|

To delete or edit information related to a locked Project, you must first unlock the
Project by following the steps above, substituting the Unlock function in step 5.
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