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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. 
 
 

Project 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. 
  

Project Additional 
Data Fields 

 

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

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

 Stage set-ups that change for different types of concerts 

 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 
enter the Additional Data 
fields. 
 
 
 
All Projects of that type will 
inherit those Additional 
Data fields: 

 
NOTE ï these particular 
Additional Data fields are 
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. 
 

Venue Additional 
Data Fields 

 

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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To set the Additional Data fields for a venue, select the Background Data 1  > Address 

Groupsé menu item from the top of the OPAS screen. 
 
Select the Venue 
Address Group and 
click the Add. Fields 
tab. All the fields you 
set up on this screen 
(top) will appear in 
the venueôs Address 

Book entry (bottom): 
 
As with the Project 
Additional Data fields, 
venue fields are fixed 
ï you canôt change a 
venueôs Additional Data fields for a single concert. 
 

 
 
 

Concert Information - Additional Data and To-Do List (Checklist) items 
 
Additional Data fields for Projects and Venues (discussed above) are relatively fixed, and therefore used only for 
information that does 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? 

All things being equal, production 
information for a Project is entered on the 
first concert in the Project set. This is 
adimittedly and arbitrary assignment; you 
can place production details on any/all 
concerts, but it can be easier to 
consolidate information on the first 
concert: 
 

 
 

Concert 
Additional 
Data fields 

The Additional Data fields for an  
activity are defined by the type of 
activity (concerts have different 
additional data files than do 
rehearsals, run-outs, etc.). 
 
Click the Activity button from 
the main screen in the Dates 
area and the Add. Fields tab to 
define the Additional Data fields 
that will appear for each concert. 
 
 
 
 
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: 



Page 3 of 8 OPAS « Concert Production Details 
 

 

 Late Seating (a text field) 

 Recording? ( a yes/no or logic field) 

 Estimated attendance (a number field) 

 Doors Open (a time field) 
 

 
Examples of Additional Data fields for a concert 

 
 

To-Do List or 
Checklist items 

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

 They can contain more detail, including the staff person responsible for the task, 
extensive notes, and a status 

 They can have a separate date and time so that they are óslotted inô on your 
production calendars 

 They can have a separate link to the OPAS Address Book 

 They can have reminders associated with them 
 
Moreover, To-Do List items can be set up in patterns or templates that auto-fill much of the 
information for you ï you neednôt type all the production information, simply apply the 
proper template and the information is filled in for you. 
 

Set up the To-
Do List 

template 

Create as many different To-Do List Templates as your organization requires, organizing 
them by production area ï sound, video, stage, dressing 
room, etc. 
 

Click the Background Data 2  > To Do List Templates item 

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 
keyboard). 
 
Each template will haveé 
 

1. A descriptive name 
2. A code that groups and identifies 

the items in the list 
3. The tasks that comprise the 

template (see below) 
 
 
 
 
 
 

Click the Add New  icon to create the items that comprise the template and give each 
task: 
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1. A descriptive name (this is how the item will appear on your schedules and reports) 
2. A code that matches the code of the template itself 
3. The staff person / people responsible (optional) 
4. 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 will 
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) 
 

 
 

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 
modify the Order in which the items appear 

by typing the desired number in the Order 

column (circled at left). 
 
 
NOTE ï Not every production item needs to 
be organized into templates; you can add 
any item to the To-Do List of a concert on 
an as-needed basis. The Templates just 
speed data entry and make it easier for 
reports and schedules to organize tasks. 

 

Assign the 
Template to 

Concerts and 
fill in the 

details 

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. 
 
In the Dates area of OPAS, select 
the first concert in the Project set 
andé 
1. Click to the To-Do List tab  
2. Select the desired Template 

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

 
OPAS will auto-load each item in the Template, including its notes, assignments and other 
information. 
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Fill in task 
details 

Once the To-Do List is filled, you can double-click any item to edit the entry: 
 

 
 
 

1. 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 

2. Fill in or Change any of the applicable job details 
3. Assign an entry from the OPAS Address Book (the name/address/phone number 

of this entry will appear on your schedules and production sheets) 
4. 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): 
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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 
organized 

When printing a production form (a report that details the production needs for a concert) 
OPAS will group like items based upon 
the itemôs code.  In the example here, 
because the four circled items share 
the code ñDRò they will all appear in 
the ñDressing Roomò 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 
 

Creating a 
Reminder 

Any To-Do List item can be associated with 
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 the Reminderôs delivery are set at the top of the screen, along with any note 
youôd like to include with the basic information from the To-Do List item.  The Note becomes 
the basic content of the notice or reminder: 
 

 


