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OPAS LIST SCREEN icons & keyboard equivalents

The results of any OPAS search are displayed on the List screen of that program area. The List screen is always
the left-most tab or screen in any program area:

B8 Works 1 (sach Carl Philipp Emanuel: SINFONIA IN C MAJOR, W. 182, NO. 3]
Main | Instrumentation | Additional Data | Publications/Library I Dates I To-Do List I Documents I
The List screen operates like a big data grid and shares many of the same characteristics of an Excel spreadsheet.

As the List screen can contain many hundred or thousand records (each row is a “record”), there are many ways to
organize and filter the information on that screen to make it more manageable.

How To...

Move Columns Click the column heading (the ‘heading’ is the label of the column). You’ll know you have

to see what you the column heading selected because (a) the column heading will become highlighted and
(b) the mouse cursor will turn into a down-pointing arrow.

want
With your mouse button still held down, drag the column to its new location. As you
drag the column to the left or right, it will appear “ghosted” in grey
When you have the column where you want it, release the mouse button and the column
will stay put
Freeze columns  Right-click your mouse "' on the line between two column headings (the ‘heading’ is

the label of the column). That vertical column border will turn a darker grey. Everything to
the left of that border will remain frozen as you scroll to the right

Darker border
indicates the grid is

B5 Works 1 [Barber Samuel: ESSAY NO. 2, OPUS 17]

List Main Instrumentation Additional Data Perf. Hist. To-Do Li ‘frozen at thls
_|Composer Title Composed (| Column
MBarber, Samuel ESSAY NO. 2, OPUS 17 FMINOR | 1942 T T
Barber, Samuel KNOXVILLE: SUMMER OF 1915, OPUS 24 1947 OP. 24 |00:14:0C
Barber, Samuel SCHOOL FOR SCAMDAL: OVERTURE D MINOR 1931 00:08:0C
Barber, Samuel SONATA, PIANC SOLO, OPUS 26 / 1949 QP. 26 |00:19:0C
Barber, Samuel SYMPHONY NO. 1, OPUS 9 / {MAJ
— e/ ... as you scroll
The screen on this side of the RiHESTRA, NO. 2 right/left on this side
border (these two columns) will  |rcresma serly, Tibor (Cp of the border
remain in place....

Make columns Columns on a List screen are resized exactly like they are in Excel. Float the mouse cursor
wider or over the line between two column headings (the ‘heading’ is the label of the column).
When you reach the border between the columns, the mouse cursor will change from an

narrower
arrow to a double-headed arrow similar to this: <>  Click and hold down the mouse
button and drag the double-headed arrow to the right or left. The column will become
smaller when moving to the left and larger when moving to the right

To Auto-Size the column, double-click the column border. OPAS will resize the column so
that it matches the largest cell in that column.
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Make rows Rowson a List screen are resized exactly like they
taller or shorter €N Excel. Eloat the mouse cursor over the line &l Dates 1 [Tu, January 2, 1900, 10:0
between the first and second rows. When you reach e Wi
the border between the rows, the mouse cursor will h'o'eeD_al:e T 0T
change from an arrow to a double-headed arrow 1t 2jorf2001 |07:30 Pt |10:00 1| 14

similar to the one shown here (exaggerated in size).

a |12/08/2001 |10:00 AM |1Z2:30PM| 14 |Sub:
Click and hold down the mouse button and drag the Sa |1z/osfzo01 |om00 FM | 10:00 PM| 14| Sube
double-headed arrow to the right or left. The column
will become smaller when moving to the left and
larger when moving to the right

Soe HEmalEnnd in3aon PrO NS erl 14 S0k

Sort the List Tore-order or sort the entire List screen, click your mouse one time on the desired

column heading. For example, if looking at the List screen in the Artists area and you wish
screen .
to sort by the instrument

List l Main ] Contacts/Agents I Additional Data I Personal Data ] Da

played, simply click the LastNan Group B[ Contact NumberlAd
P 0! |Jennifer restra Substi{ Alto Trombon, = -4456|87
Instrument Column headlng. Beau?nvnt |Jennifer Orchestra Substi{Alto Trombone |(701) 111-4456(8

— Galvin Eugene Soloist Bass
James-Furlie |Rebecca Orchestra Memb¢ Bass Clarinet (703) 555-12135¢
Morton |Stephen Orchestra Memb¢Bass Trombone |(703) 451-88972¢

. Sherrill |Donald Soloist Bass-Baritone

You can te” hOW the List _|Gifford |Clara _|Orchestra MembgBassoon |(709) 555-12123¢

screen is sorted by:
a) The column heading that is highlighted in green (Instrument in the illustration
above)
b) At the bottom of the screen, OPAS will display the sort criteria (the column) and the
order (Ascending or Alphabetical, represented by A- =
Z, or Descending represented by Z-A): |Instrument |A-Z

Change the Inmany cases, the List screen grid contains a great deal of data, and you wish to refine, or
contents of the filter, the contents of the grid before running a report or performing another action.

List Screen  The filter on the List screen works in a similar manner to other filters in OPAS — you select
the criteria you would like, and then take everything else away, leaving the desired
information on the List screen.

ShOW Only the When any |tem |n any Ce” |S Se|eCted, |t Co. / Last Name First Name Group Instrument Conl
becomes h|ghl|ghted CI|Ck the Ce" that Alban Judit Orchestra Member Wiola (703
Selected data . " . Aldrige Amy Soloist Dancer 215,
represents the information you wish to _ _
isolate and press the F7 key. All other i elere ot b/}
|nf0rmat|on W|” be taken aWay Th|S Andersan Lisa Orchestra Member Alko 1 /
example would isolate musicians who i Pol solt Hane
play p|an0 Ardan Laura Orchestra Substitute | Clarinet (703
% | F7 I
Click this icon: or press this key:
Select ool | Someeniems | ssswencinee  Hold down the CTRL key on your keyboard and click each
0. / Last Name irst Name Toup Instrumey] - . . . . . .
T Clark Albert__[Soloist Piano desired row. The entire row will become highlighted in
In I I r olyom anos olois’ Hano
d V dual ows ienard ;lanca :o:ois: ;ano ye”OW'
Rosenthal Moriz Soloist Piano
Paik Haesun Soloist Piano
e e — Prene Note that in the method above, you select only a cell
= Dacidallen Selopame within a row, and the contents of that cell become

highlighted (‘Piano’ in the first example above). In this
method, the entire row is highlighted.

e I lk 7y /FTI
+ then click this icon: or press this key:
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Select a block Click anywhere in the first row of your block (the row will NOT become highlighted as you

¢ do not have the CTRL key held
orrows down). Hold down the SHIFT key on List | Main | instumenision | addgionsiDats | Publcationsilibary |
- Composer Title Code
your keyboard and CIICk the IaSt row. tMendelszohn, Feliz ATHALIE: OWERTURE
The entire block will become Mendelssohn, Felis ATHALIE: WaAR MARCH OF THE PRIESTS
. . . X Mendelssohn, Felix CALM SEA AND PROSPEROUS VOYAGE
highlighted in yellow: Mendelssohn, Felis CAPRICCID BRILLANT IN B MINOR, OF.22
Mendelssohn, Feli: COMCERTO, PIANO, NO. 1, G MINOR, OP.25
Mendelssohn, Felix COMCERTO, PIAND, MO, 2,D MINOR, OP.40
4 - Wh Merdelssohn, Felix COMCERTO, PIANOS [Twi), A-FLAT MAJIOR
! Shiﬂ % y|Mendelssahn, Felis COMCERTO, PIANOS [TWw0), E MAJOR
! I Merdelssohn, Felix CONCERTO, VIOLIN, D MINDR
+ Mendelssohn, Felix COMCERTO, YOLIN, E MINOR, OF.64
Mendelzznhn Feliz FILIAH NP 7N

# | F7
then click this icon: Yg/ or press this key: _.J

Select Use either of the methods above — Shift+Click or CTRL+Click — to select a set of rows on

everythin g the List screen. ranuel JME MAJOR, W, 182, NO. & 0-0-0-0 | 0-0-0-
except a set of - ian Right Click |g cONCERTO NG, 1 INF MAJOR 0-3-0-1 | 2-0-0-
[OWS Right-click "+ the -~ A N — 11:00] 010

mouse anywhere in .
the block of yellow Kian BRAMNDENBURE CONTERTO O IN G MAJOR 0-0-0-0 | 0-0-0-
rows and click the

« . " tian BRAMDEMBURG COMCERTO MO, 4 IN G MAIOR 2-0-0-0 | 0-0-04

Invert Selection
button kian BRAMDEMBURG COMCERTO MO, S IN D MAJOR. 1-0-0-0 | 0-0-0
tian BRAMDEMBURG COMCERTO MO, & IN B-FLAT MAJDR, 0-0-0-0 | 0-0-04

Everything except the
original rows will then kian CAMTATA NO, 19 0-3-0-0 | 0-3-0-
be selected (will
become yellow)

| Shift I o - ctl I o Ty | F7 |
+ = or + = then click this icon: Or press:
Remove or To remove the effects of a filter and restore the List screen to its prior state, click this icon:

Undo a filter E ‘ Shift I _Fn
or press +
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