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ARTISTIC PLANNING - OPERATION

The Artistic Planning area of OPAS presents a different interface or "window" on the Dates area combined with
general calendar functionality. The Artistic Planning area is designed for efficient data entry and manipulation.
You can also make general notes about artist availability and other important

[GETNEETEN Background Data window  System 7

information alongside the Orchestra’s schedule and program information. s N

. - . . . . . . . . Artistic Planning Artistic Planning ...
Everything you enter in the Artistic Planning area is immediately available in all Herketing izt Planring (L4 4) .
other areas of OPAS. oot .

The Artistic Planning area can be found under the Main Data menu item, and can also be a
button on your toolbar (click the Edit Toolbar button to add this program area to your
personal toolbar).

| Artistic Planning

Dates | pvel 2

Entering Holidays N A holiday is simply an attribute of any given calendar day.
2 gt cuek | Right-click your mouse on any day and choose
"Scheduling...".

B IR Edit / Create Activity ... Enter  f-

12|0.00{ 24|53

12(0.00) 25 5u

| When the details of that day open, assign the holiday in

13{0.00] 28 Ma

i | the drop-down,

130.00| 28|we 1 a.nd C“Ck the List |

R 5 green Okay button wieek Month ‘Year Py
| Date [ 11,22, 2007 [Th [[or-a7| 11 ][z007 ][ 12 ]

130,00 30Fr Creats Project from Templats to save and return

18[0:08| 1[sa Ol e sty i 1 s, | 0.00 % | [ Status ]|

13[0.00] 2 [5u 1 Day Text |

Motes
. Back in the Artistic /

Planning area, the Than sgiving
holiday will appear in its designated color (you (oamm@ ) e[ 1]
can set and change holiday colors under edit | T S S R e
System Preferences).

TIP: If the holiday you wish to assign isn't in the drop-down menu, click the Holiday
button that labels the drop-down. In the Holidays program area, click the NEW icon
and create the holiday.

Entering a Single Use any of the following methods to create a single activity:
Activity

E Artistic Planning, 1

Season | 07-08 ~ ‘Year | 2008 ~ Maonth | May

PW Sves. Day Text Project Activity Stark 'enue

35/0.00| 28 Mo
N
351,00 29|Tu g |oPERA 3 REH 07:30 PM{Rehearsal Skl

350,00 30 'we

Double-click any empty day on the Artistic
Planning screen

'| Double-click an empty day REH  |07:30 PMRehearsal Sy
| tocreate a new activity

M aeinan _als= | L
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Entering an entire
Project

B Artistic Planning 1

Season | 07-05 v Vear | 2008 R Month | May
P’ Swes. Dav Text Project Activity Start enue
35/0.00 28 Mo
on your keyboard.
35/1.00] 29|Tu OPERA 3 REH 07:30 PM{Rehearsal

35|0.00| 30 |'We

)

35(1.00| 1|Th CPERA 3 REH 07:30 PM{Rehearsal
00| 12/We
35/0.00( 2Fr —
00 13 [Th |
00| T4]Fr

Select any day, right-click your mouse, and choose @ **

New L
00| 16 5
. 0] 17/Ma |
Planning 1 | ||
00| 18|Tu
an | 07-08 v ‘fear | 2007 w Month | September v | 1]
00 15 we
EA Day Text Project Ackivity Start lerue Tel
3| 5lwe SUE 01 REH 10:00 A Memorial Audiborium
REH  |02:00 PM-{Memorial Auditorium
J_T Ctrl I | N LB 01 Dress | 10:00 AM{Memorial Auditorium
¥
3| F|Fr SUB 01 COM |03:00 PM-|Memorial Auditorium| Al
1| 8[5a |Museum gala SUE 01 COM  |03:00 PM{Memarial Auditarium on yOUr keyboard
YOUTH REH 09:30 AWHRehearsal Studio A

Select any empty day, and press the enter key

[fsh s WEH 02200 P {Rehearsal Shuda &
m REH | 10-00 A Mermoril Fasdkorass,
Bl R/ Creste Aty ..

X ok ety BEF": 09.12.2007
B Copy Activity REH : 09,12, 2007
o
S o romet 0" 05122007

T3
IRy Copy Project “SL8 027+ (12,2007

[ETTA
WOLTH 4 Sk Propect “SUBOX" 0708 (09, 12,2007 - 0
| I o Proect “SU0 G2 - 0700 (09, 12.2007 -
T

| dman Create Project from Templste

i 0O
Fash i,

¥ ekt ()
[Rush i,

A Select any day, and press the CTRL+n keys

The entry screen for the Artistic Planning area is virtually identical to the Program
screen in the Dates area. Fill in as much information as you wish, and click the green

OK (lower left-hand corner) to save and return.

Project templates make it quick and easy to
drop in an entire set of rehearsals and concerts.
Please refer to the Project template how-to
guide, or contact OPAS technical support for
more information on creating Projects
templates.

To apply a Project template in the Artistic
Planning area, right click your mouse on any
day and choose “Create Project from
Template™:

At the next screen select the template and

Right Click

Create Project from Template

[ M (Chr+r

Edit [ Create Activity ... Enter B

Crl+M |

indicate the project is to become. The artistic

planning module assumes you want the Project to begin on the selected date, but you

can change this if necessary.

? Create Pro ject from Template

Source

[ Projed || TEMPLATE - Paps v

Use this pattern
or template ...

Tew

Date | 05.01.2008 | \

... to create this
Project ...

[ (0] 4 ] [ Cancel

... starting on this
date.
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=l [ DA N N NN -]
3200 1Th OPERAS  |REH  |07:30 PMRehearsal studio &
FOPS 03 REH 0z:00 PM4{Memorial Auditorium CIICk OK, and the entlre pattern
3s[z.00] 2|Fr POPS 03  |Dress |02:00 PR Memarial Audiorium) of rehearsals and concerts will
CON | 08:00 PM- Memarial Audtariom be put into the Artistic Planning
35/1.000 3|53 POPS 03 CON 08:00 PM-{Memarial Auditorium mOdUIe .
35(1.00] 4|50 POPS 03 COM 03:00 PM4{Memorial Auditorium
361000 5 Mo OPERAS  |SITZ [07:30 PV Lisner Auditarium -
Editing Activities After any activity has been entered in the Artistic Planning area, use any of the

following methods to open and edit it:

8=/ Artistic Planning 1

Season | 07-08 v Vear 2007 v Month | September v Leve\[

-ch P Sves. Day Text Fraject Activity Start erue Text
DOUbIe CIICk the entry ‘ ‘ ‘ ‘ REH  |02:00 PM Memorial Auditoriom -
1zl i . . Elementary §
| | || Double-click the activity to open it
Auditorium -|
] [
2[z.00] 15[5a SUB 02 CON [5:00 piv | Memerial Auditorium -
YOUTH REH |09:30 AP Rehearsal Studio A
Searien | 07 -0 ¥ Yeor |z ™ Honth | Septebes | Level 2[1.00| 16]50 SUB 02 ‘CON 03:00 PM«IMemnnaMud\tnmum'
P vt Uy Tt Project Aty Sat  Venue It
RFH 07000 P M A xShowinm <
2100 14 fr | =] IN-ECL 10:00 A Allrove Dementary 2
SEG B 1000 Bt i | Selecting the entry (click at one time) and

H LG k] il pressing the Enter key on your keyboard
|

YOUTH |REH | 09:30 AbH{Restmarsl St A
U Uz 0 M]Memorlal Auditarium | |
Right Click )
SUE 02 ‘gij

2L 15[ e ORI 02:00 P Memonial Auadtonum |

relMemorial Auditariur -

Edit / Create Acti

OUTH REH

. . . .. gl
Right-clicking the activity and & Cur Activiey "CON' : 09.15.2007
choosing Edit/Create Activity R 2 = pciy oo 09152007

Admin OFF

¥ Cut Project "SUB 02" 09.15.2007
RushHr.1  |REH 10000 By ey Brniect "SURAZY - 0G_15 200

 Edit § Create Activity [Sa, Septembss 15, 7007, 08:00 PN : Concerl]

[rromt ] sbworpmonwos 2 | [amay cmem "

Datn e e W e weeh Morch Yew PW B B0 (o )

- T

e P 5] wiai M Toe [ actenarcs e — ) 1)
e o D e e These actions open the “Edit/Create Activity”
] roveain__] S screen which is very similar to the program

LTSRN

w2

screen in the Dates area.

T Timg B Hop b4 B Ve W3 VD Ma Cal ey Mo, i T
1 1 [0 o =

mrscovouaral3 [3 [z 2 14 1[4 o Jaz]m]s Je [ 2 %
Solost (1] ] ) B
e Save your changes | gug e Mot E s

1 Kasmar, vabon s

; / sndretm [ i Here you can add program and artist
— i SES : : “| information. Click the green okay to save
— your changes and return.

You do not need to open the activity to add text or notes to it. These fields accept
direct input, and you can just click your mouse and type directly into the Artistic

Planning grid.
g g Year | 2008 ¥ Month | May w Level { )
Project Ackiviby Skart 'EnuE Text Mokes ol
POPRS 03 REH 02:00 PM-{ Mermarial Auditorium -
TIP: When entering program POPSD3  |Dress |02:00 P Memorial Auditarium -

information in the Text of Notes
field, you do not need to enter it

CON  [05:00 PM-Memorial Auditorium -(Big Band Show

Vs

on each service in a Project It's POPS 03 COM  |05:00 PM{ Memorial Auditarium - \ /

Often eas'er to en'[el’ a” ) POPS 03 COM 03:00 PM- Memarial Auditariurm| | |
. . . Click and Type directl
information on the First P Y

into these fields

Performance in a Project set (as
shown in the illustration above).
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Remember to click the Save icon (lower part of the screen) or press CTRL+s on your
keyboard to save any text you enter.

Moving, Copying Right-clicking your mouse on any activity will bring up the context menu which allows
and Pasting you to cut/copy/paste a single activity, all activities within a given Project on a single
Activities day, or an entire set of activities within a Project.

To cut/copy/paste a single activity

Right-click your mouse on the o {Ren e e |

des'red aCth'ty and ChOOSE SUE 01 CONT | i emnriaIAud\tor\um-| | Hz

e|ther Cut or COpy ACt|V|ty YOUTH REH 0930 ¢ Edit | Create Activity ... Enter
Adrin OFF _ e py— :

Then go to the des'red neW date Cg:y Ackivity "CON" @ 09.08.2007 Chl+C
Nelrrir, nEE

for the actiyity, right glic_k your e
mouse again, and this time affect the single activity
choose Paste Activity. Note that you selected

the "target" date does not need
to be empty; you can paste an activity on a day that already has concerts or rehearsals.

LT
SUEB 01 CON 03:00 P+ Mernarial Auditarium - The 'grayed OUtI activity iS the
= one that was cut or copied

¥OUTH AM{Rehearsal studio &
[ Right Click ]
Adrmin
2 14 Edit [ Create Activity ... Enter
Admin OFF
& Cut Activity "OFF" : 09.09,2007 Chrl+x

Copy Activity "OFF" :

2007 Chrl+C
Chrl+4

Rush Hr. 1 REH  |0% [icNpaste

This option pasfes the single activity on the
selected date. This has the effect of
moving the concert from the 8th to the Sth

TIP: use this method to quickly populate your calendar with days off, vacation days,

and other off repeating events. For
Right Click | | | - »
ieason oFF | [ | example, copy this “Day Off” and
_:'%7 Edit | Craate Activity ... paste it to each subsequent Monday.
SUE 01 REF}

HClbesaiviby PR 5, 03, 2007
SUE 01 <'Rﬁ

ey T ————r

uuuuu Right Click r m-.lmsmu. 11 P

SUB 02 REH 10;00 #+k Memnarial anrdibariom |
L. . Edit | Create Activity ...
To cut/copy/paste all activities on a single day RER (0200 " oty R 09.13.2007
EDU IN-SCHL|10:00 Copy Activiby "REH" : 09,13,2007
Right click your mouse on any activity and ETTCR mzoofEaSte AANEY OFF 09052007 > 4
. . Cut 2007
choose either Cut or Copy Project. S50z com/pa},,f Capy Project "5UB 02" : 09.13.2007
o
. =
Then go to the desired new date for the ™ _ I atfect all
activities, right click your mouse again, and this hese two options will affect 2
. . s activities within the same Froject on
time choose Paste Project. All activities _ this day (in this example, both
belonging to the Project (on that single day) will rehearsals would be copied or cut)
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be moved or copied to the new date. Note that this "target" date need not be empty;
you can paste activities on a day that already has concerts or rehearsals.

To cut or copy an entire Project

Use this method when you need to
move an entire Project to a new

week. Right click your mouse on the

first day of the Project. Choose
either Cut or Copy Project and

ensure that the entire date range of

the Project is shown.

OPERA 3| Right Click [:30 P

Rehearsal Studio A

POPS 03 REl 02:00 PM- Memarial Auditarium -
POFS 03 Dress | Edit | Create Activity ... Enter
‘XJ Cut Activity "REH" : 05.01.2008 ChrlH
el Copy Activiky "REH" : 0S5.01.2008 ChrbeC
POPS 03 L}
POPS 03 on ‘XJ Cut Project "POPS 03" 05,01.2008
Copy Praject "POPS 03" : 05.01.2008
CPERA 3 SITZ
kYt Project PO
//)’ Capy Project "FOPS 03

OPERA 3 Z’ﬁefs'

range in
f

These two options will affect every
activity in the Project - note the date

the context menu covers
he entire Project.

iAfFronJ E

Then go to the desired new

COPEF

Deleting Activities

Edit { Create Activity ...

OPERA 3 REH 0730 PM-|Rehearsal Studio &
All activities in the
/ Project are grayed out
COPERA 3 SITZ 07:30 PM- Lisner Auditarium - W, Affron, B
Right Click I Dress | 07:30 PM-|Lisner Auditorium - W, Affron, B
Enter

date for the start of the
Project, right click your
mouse again, and this time
choose Paste Project. The
entire project will be copied
(or moved) to the new date
range.

Choosing "Paste Project” will have the
effect of moving all activities to the next
week. Note the context menu shows both

the old and new date range.

Create Praject from Template

Use any of these methods to delete an activity:

Click the activity one time and press CTRL+d
on your keyboard

YOLUTH ;30 A Rehearsal Studio ¢
Right Click
T

Admin
Edit / Create Activity .

Admin OFf pp—

& cut activiey "OFF": 08,09

Copy Activity "OFF" : 09,0
Rush Hr. | REH

& cut Project "admin' : 09.0
SUB 02 REH Copy Project "Admin® : 09|
5B 02 REH

& Cut Project "admin' : 07-0

REY Copy Praject "Admin” ; 07

IN-5Ck
Create Project from Templ;

SUB 02

Dress

5UB 02

YOLTH

I FlEw (Chrl-+h)
C%

REH

Season | 07-08 w Year | 2007 b Mar
' Sves, Day Text Project Activity Skart
2,00 8|53 Museumn gala SUE 01 CON 03:00
YOUTH REH 0%:30
0.oo 9t oy o fdmin OFF
‘[m.00] 10]ma | Admin OFF

Right-click the activity and choose Delete from the context

menu.
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