FINE ARTS

Setting up Production information in OPAS

This guide will outline the basics of configuring concert production information in OPAS. As production needs can
vary widely among orchestras, please consult with OPAS Technical Support as you set up these fields. This
guide is primarily intended to help you set up production information that will appear in various concert production

forms and schedules.

Concert Production is configured and entered in the Additional Data and To-Do List screens in OPAS.

Prgect and Venue Information Additional Data Fields

Additional Data fields are used for simple items that do not require much detail. Additional Data fields can be
Text, Date, Logic (yes/no), Number or Address Book links. There is a fixed number of each of these fields.

ProjectAdditional
Data Fields

VenueAdditional
Data Fields

Additional Data fields are linked to Projects only where the type of concert dictates the
production detail. Examples could be:

e Pre-concert announcements that are different for Subscription concerts than
Pops or other types of performances

e Stage set-ups that change for different types of concerts

e A set of sponsorship credits that are used for all concerts in a certain Project

To create the Additional Data fields, open the Projects area of OPAS and select the
desired Project. If the
Project does not have a
Project Type, create one
and then click the Type
button (shown below) to
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seldom used because
they cannot be edited for
a specific concert.
Additional Data fields for Subscription Week 1 as shown above apply to all Subscription
1 concerts. They are typically changed only once per season.

When your production schedules print, they will pull the name, address, and contact
information for all venue(s) in which you perform. If your organziation regularly
performs in more than one venue, you may want your forms to include Additional Data
fields that pertain to the specific venue.
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Caoncert Information- Additional Data and TeDo List (Checklist) items

Additional Data fields
information that does

for Projects and Venues (discussed above) are relatively fixed, and therefore used only for
not change from concert to concert. Concerts themselves can also have Additional Data

and To-Do List items for production information, and this is the primary method of entering production information

that is more dynamic.

Which
Concert?

Concert
Additional
Datafields

The Additional Data fields for an
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These tend to be simple yes/no or text fields that do not require a great deal of detail. They
may or may not apply to every single concert, and tend to appear in the same place on
your production documents. Examples could include:
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To-Dolistor
Checkist items

Set up theTo
Do List
template
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Late Seating (a text field)

Recording? ( a yes/no or logic field)
Estimated attendance (a number field)
Doors Open (a time field)

B8 FILTER: Dates 1 [Sa, October 21, 2006, 08:00 PM : Concert]

Lisk [ain Program To-Do List Documents
Lake Seating | After first work (10 min B'Cast Date |, | v
Marketing Motes | Tables in lobby (23 - selling mini-subs For remainder of Doors Open | 06:45PM = e
season & single tix/Pops
Est, Athendance 1400.00 %
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Production Motes | Pre-Concert Conwerstaion - Lectern and mic center T O
stage. Mo AudiofVideo Broadeast
Mar, on Duk Richard: Melani
Standard Cell nhnane | naner annnt inrement bt chardsen, MEan®

Examples of Additional Data fields for a concert

To-Do List items appear on their own screen and differ from Additional Data fields in that:

e They can contain more detail, including the staff person responsible for the task,

extensive notes, and a status

e Theycan have a separate dateandtimeso t hat they are
production calendars

e They can have a separate link to the OPAS Address Book

e They can have reminders associated with them

6s |

Moreover, To-Do List items can be set up in patterns or templates that auto-fill much of the
informationforyoui you neednét type all the product

proper template and the information is filled in for you.

Create as many different To-Do List Templates as your orgamzatlon requires, organizing

them by production area i sound, video, stage, dressing
room, etc.

from the menu at the top of the OPAS screen.

When the Templates area opens, click the New icon

in the lower right of the screen (or press CTRL+n on your M
keyboard). e
Each template will haveé
1. A descrlptlve name B8 To-Do Lis|T=mpl-1|=s[N=wRecnrd] -
2. A code that groups and identifies e i (1)
the items in the list o[ (2)
3. The tasks that comprise the
template (see below) v B
T

Click the Add New icon to create the items that comprise the template and give each

task:
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Assign the
Templateto
Concerts and
fill in the

details

Page4 of 8

A descriptive name (this is how the item will appear on your schedules and reports)

A code that matches the code of the template itself

The staff person / people responsible (optional)

An Auto Sched Date if this task always occurs a certain number of days before the

concert to which it is attached. For example, if load-in has an auto-schedule

number of -7, and you apply it to a concert on September 8, OPAS wiill

automatically schedule the load-in for September 1.

5. Any notes or instructions that you wish to be filled in for you when the task is
assigned.

6. Any status that the task should have by default when it is assigned (optional)

rpONPRE

E=| To-Do List Templates/List [New Record] E
| Main
-~
300 [Loagn (1 ) Code | sTAGE
Mame 2 ( 2 J
Person | Standard Crew - Frank, Emily, Robert, John L3)
e
Priority Auto Sched. Date 4 ’
Nates | Full-size orchestra set-up ifull strings). : ~
v
~
Skatus ]| Pending (6) N
—

Click the Save icon in the lower right corner to save this task and the New icon

to create the other tasks in this template. When you are finished, click the green OK (in the
lower left corner) to save the template and its associated tasks.

Once the Template is created, you can

= | Hain modify the Order in which the items appear
P } by typing the desired number in the Order
Code [or column (circled at left).

Motes |Dressing Room Assignments
? ? Type a new number to

dictate the order in which
the items will appear

List [4]

NOTE i Not every production item needs to

C, %‘fﬁ;‘;ﬂmm = e be organized into templates; you can add
N—tfoom 103 any item to the To-Do List of a concert on
3|room 10 an as-needed basis. The Templates just
| chorus Reom speed data entry and make it easier for

reports and schedules to organize tasks.

Once the Templates are created, you can auto-assign them to concerts. As mentioned
above, this is typically the first concert in the Project, but you can assign them in any order
to any number of concerts.

25 FILTER: Dates 1 [Sa, November 4, 2006, 08:00 PM : Concert]

Program Additional Data | To-Do List

2 |Ccattontengee ] (1)

List Main

In the Dates area of OPAS, select

the first concert in the Project set
andé " " uddress ol
1. Click to the To-Do List tab e ot Proceseng
2. Select the desired Template

from the drop-down
3. Click the Load from Template button

Morthern Yirginia| 1

OPAS will auto-load each item in the Template, including its notes, assignments and other
information.
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Fill in task
details
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Once the To-Do List is filled, you can double-click any item to edit the entry:

4.

B3 FILTER: Dates 1 [Sa, November 4, 2006, 08:00PM : Concert]

List Min Program Additional Data | ToDalist \
[ Templates | Dressing Room v | [CLoad From Template_]
To Do List (5]
Order Code _ Job Motes Address [planned

M 1|tun  |Pisno Tuning ,
Ik ES To-Do List [10.28.2006: Piano Tuning]

2|Tix___|Solaist Capifi ficket List | Main ‘ Reminders

plarned (Q_‘ Time Week  Month Year Source
[10.20.2006 % V5a | [103sam % % [ose  ~
3o | Piana Turing | Code @
Fearson | Rick Andersan |\2\‘ |
Project ]| subscription week 5 vl
[ nddress ] Worthern virginia Piano Technology, (_‘?_") v
Double-click any item )
inthe To-Do List [ Setus ] ordered |
screen to edit it bone [ @] |

Motes | Tune ko A=440 - make sure Carl doesn't leave until the soloist has
checked out the instrument.

Enter the Date and/or Time if the activity is scheduled for a specific date. Items
that have a Date/Time will be integrated into your Production Schedules

Fill in or Change any of the applicable job details

Assign an entry from the OPAS Address Book (the name/address/phone number
of this entry will appear on your schedules and production sheets)

Fill in or Change any Notes for the item

In addition, on the To-Do List screen itself, you can resize and re-order columns, and
directly type into several of the fields to enter information (without having to double-click
and open the item):

freeze columns by

right-clicking
To-Do List [&] | Right Click iE m w
Order Code  Job Motes @;s Done Status | A
|"" | Leise=nmp Tickets ) QZS.ZDDG Crdere
. re-size columns
— e-siZe rows
1
M Lo ST Comp Tickets 10.21.2006 Ordere
4|Flwr  |Presentation Bouguet 10.28.2006 Ordere
[Tvpe directly here
M 5|DR. Maeskro Suite 11.04.2006 -
o A //,/"?
60R  |Rao \ f@
7|DR Room 104 \ 11.04.2006

Type directly in to these fields
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Add or Remove

Tasks To add or remove individual items to a concert, click the Add New icon and fill in the

details on the screen. Remember that anything with a Date and/or Time can be integrated
with production calendars.

Click the Delete

icon to remove any
task that does not
pertain to this concert.

How Tasks are = When printing a production form (a report that details the production needs for a concert)
organized OPAS will group like items based upon
t he icode.ndtbe example here,
because the four circled items share
the code ADRO they wildl al |l appear in
the ADressing Roomodo area of your
production report.

Remember if you add an individual
item to the To-Do List (one that does
not originate from a Template), give it
the appropriate code.

Reminders
Internal Reminders can be attached to To-Do List items, but not Additional Data fields

Creatinga Any To-Do List item can be associated with
Reminder a Reminder using the Reminders tab to the
right of the Main To-Do item.

A single item on the To-Do List screen can
have any number of different Reminders.
Each of those Reminders can in turn be
sent to any number of different people.

Click the Add New icon at the top right of the grid to create a new Reminder. The Date
and time of tddiery Be gatianthe ¢op df the screen, along with any note
youbd | i ke to include wit h-DaoLliseitenn alseiNote hecomesr
the basic content of the notice or reminder:
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