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Artistic Planning – Overview and Layout 
 
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 
information alongside the Orchestra’s schedule and program information.  
Everything you enter in the Artistic Planning area is immediately available in all 
other areas of OPAS. 
 

 
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). 
 
 
 

  
Program area links 

 
The Artistic Planning area links to other OPAS program areas on both its main screen 
and in the “Edit / Create Activity” window. 
 
From the main screen, right click any activity and choose either of the last two items on 
the menu to either open the activity in the Dates area, or open the calendar day. 
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If you double-click any activity (or select it and press the Enter key on your keyboard), 
the “Edit / Create Activity” window will open. Click the “Linked Data” icon to pull up a 
link to the Expenses area of OPAS – this will show you all costs associated with the 
event. 
 

 
 
 

Reports Reports are available in the Artistic Planning area – however, since you don’t filter 
anything in the Artistic Planning area, reports tend to run in one of two ways: 
 

1. The report runs for the month showing on the Artistic Planning screen 
2. The report runs for the entire season represented in the Artistic Planning area, 

including the months you don’t 
currently see. 

 
As with other OPAS program areas, simply 
click the Report icon (upper left corner), 
select the desired report and click the 
Preview button. 
 
If a report is designed to run for the entire 
season it will say “Entire Season” in its 
title. If the report doesn’t specify “entire 
season” then it runs for just the month 
currently showing in the Artistic Planning 
area. 
 
NOTE:  Even though it shows a month at a time, the Artistic Planning screen often 
includes the previous and next month – this is because the first and last performance 
weeks of any month tend to ‘spill over’ into the previous or next month. In these cases, 
the ‘month’ version of a report will print those ‘spill over’ activities. For example, if you 
run a report for the month of May, it may also include activities in April if those activities 
are required to accurately represent May Projects. 
 

 
If you wish to print a report for a 
single activity – a concert program 
for example – just double-click the 
desired activity.  When it opens in 
the “Edit / Create Activity” screen, 
you’ll have access to all reports 
typically available in the Dates 
area. 
 
 
 

 


