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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: 
 

 
 
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 
to see what you 

want  

Click the column heading (the „heading‟ is the label of the column). You‟ll know you have 

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

 

Make columns 
wider or 

narrower 

Columns on a List screen are resized exactly like they are in Excel. Float the mouse cursor 

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 

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. 

 

Darker border 
indicates the grid is 
„frozen at this 
column 

 

The screen on this side of the 
border (these two columns) will 
remain in place…. 

 

… as you scroll 
right/left on this side 
of the border 
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Make rows 
taller or shorter 

Rows on a List screen are resized exactly like they 
are in Excel. Float the mouse cursor over the line 
between the first and second rows. When you reach 
the border between the rows, the mouse cursor will 
change from an arrow to a double-headed arrow 
similar to the one shown here (exaggerated in size). 
 
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 
 

Sort the List 
screen 

To re-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 
to sort by the instrument 
played, simply click the 

Instrument column heading.  

 
 
You can tell how the List 
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): 

 

Change the 
contents of the 

List Screen 

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

When any item in any cell is selected, it 
becomes highlighted.  Click the cell that 
represents the information you wish to 
isolate and press the F7 key. All other 
information will be taken away.  This 
example would isolate musicians who 
play piano. 
 

Click this icon:   or press this key:  
 
 

Select 
individual rows 

Hold down the CTRL key on your keyboard and click each 
desired row. The entire row will become highlighted in 
yellow: 
 
Note that in the method above, you select only a cell 
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. 
 

 +  then click this icon:   or press this key:  
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Select a block 
of rows 

Click anywhere in the first row of your block (the row will NOT become highlighted as you 
do not have the CTRL key held 
down). Hold down the SHIFT key on 
your keyboard and click the last row. 
The entire block will become 
highlighted in yellow:  
 

 +  
 

then click this icon:   or press this key:  
 
 

Select 
everything 

except a set of 
rows 

Use either of the methods above – Shift+Click or CTRL+Click – to select a set of rows on 
the List screen. 
 

Right-click  the 
mouse anywhere in 
the block of yellow 
rows and click the 
“Invert Selection” 
button 

 
Everything except the 
original rows will then 
be selected (will 
become yellow) 

 
 

 +  or   +  then click this icon:   or press:  
 
 

Remove or 
Undo a filter  

To remove the effects of a filter and restore the List screen to its prior state, click this icon: 
 

 or press  +  

 
 


