
 
 
 
 
 
 
 
How to Change a Soloist on a Work 
 
1. Open the Dates area of OPAS 
 
2. At the ‘Green Screen’, use any filter(s) you wish to find the concert on which the soloist change should take 

place. 
 

Suggestion:  If you know the date of the concert, you can just type 
that into the Date field and then click the funnel icon (or press the 
F8) key on your keyboard: 
 
OR 
 
You can pull up the entire season by selecting it from the Season 
drop-down, then clicking the funnel icon (or pressing the F8) key 

on your keyboard, and then selecting the concert from the resulting 
list of activities: 
 
 
 
 

 
Using either method (or another of your own choosing), once you have the concert selected, go the Program 
screen for that concert. 

 
3. On the Program screen highlight the work that has the soloist to be removed. The work will become 

highlighted in yellow, and the soloist will appear in the lower-left Soloist grid.  
 
4. Within the Soloist Grid, click the name of the soloist to be removed.  In the case of a standard concerto, 

this will likely be the only person in the grid. In the case of 
a work with multiple soloists, select the proper soloist. 
Then click the red “x” at the top right of the soloist grid 

 
OPAS will display this window 
to ensure you have selected 
the intended soloist.  Click 
Yes at this dialogue. 
 
 

 
5. Now add the new soloist by clicking the green “+” at the top right of that same Soloist grid. This will display 

a list of soloists on the left side of the screen, and the 
compositions on the program on the right side of the screen.  
Simply select the soloist on the left, ensure the proper 
work is selected on the right (click the work if need be and 
it will be highlighted in blue) and click the large right-
pointing arrow to put the new soloist on the work.  When 
finished, click the Close button at the bottom right of this 
Add Soloists window (or press the ESC key on your 
keyboard) and you’ll return to the Program screen. 
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6. If there is more than one soloist on the work, you will need to put the soloist in the proper program order, 

simply highlight the number (drag your mouse over it) and type the new number.  Then press the Enter key 
on your keyboard. OPAS will automatically reorder the soloists. 

 

 
 
 
7. Finally, save this artist change to all concerts and rehearsals in the project. To do this, just click the 

Save icon in the lower right hand corner of the OPAS Program screen (or, you can press the CTRL+S keys 
on your keyboard).  OPAS will display this dialogue: 

 

 
 

If you have OPAS version 8.17 or above, you’ll see the “Yes to All” option. Click “Yes to All” and OPAS will 
automatically save the… 
 

• Removal of the old soloist 
• Addition of the new soloist 
• Order of the new soloist, if needed 

 
…to all rehearsals, concerts and any other activities that are applicable. 
 
 
If you do not have OPAS version 8.17 or greater, then click 
Yes.  OPAS will display a list of applicable activities. Click 
Select All at the top of the screen, then click the large right-
arrow to move all the activities to the right side of the screen. 
Finally, click the large Save changes to selected dates 
button and the change will be saved. 
 
 
 
 
 
Frequently Asked Questions: 
 
I tried to save my soloist change to related dates, but Save Icon on my screen is grayed out 
and OPAS won’t let me save! 
 
For technical reasons too complicated to go into here, OPAS doesn’t always display the Save icon when soloist 
additions are made. Simply click the List tab or in any other way navigate away from this concert.  This will 
trigger the “Save Changes to Related Dates” dialogue. 
 


