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OPAS – Send Email to musicians on a Service 
Summary:  Requires you use the Personnel functionality of OPAS. Run a search for all musicians 
‘present’ for a certain event, then run the ‘Send Group/Bulk Email’ function 

 

Find the 
Musicians 
 

Decide if you want to send the email to all musicians hired for an entire Project 
or for just those playing a specific service (which may not require all musicians). 
 
Open the Services area and run a quick search as follows: 
 

A. The Season 
B. The Project 
C. If you want everyone on the Project, leave the Date drop-down empty. 

Otherwise select the specific service 
 

 
 

 
 

Press the Enter key and you will see all musicians for the selected event, even 
those that are absent.  

D. Since you want only 
those in 
attendance, go 
down to the List 
Pane and find the 
column marked 
Present . Click any 
‘filled’ check box in 
that column.  

E. Finally, click the 
“Filter by Selection” 
button at the top of 
the screen.  

 
This weeds out all the 
absences and you are left 
with all musicians that 
have any type of ‘present 
attendance’ for the 
service(s). 
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Send the Email: 
Start the 
Function 

Click the Function 
icon (the gear wheel 
at the top left of 
OPAS). 
 
Chose Send 
Group/Bulk Email.  
 
Then click Start 
Function 
 
 
 
 
 
 
 

 After clicking Start Function you 
will see the dialog at left that 
allows you to send an email to 
whatever record is selected in 
the top Details Pane (a single 
person) or all entries in the 
bottom List Pane. Since this is a 

group email, select the bottom option to send email to all people in the 
List Pane.  
 
Don’t worry if musicians are represented more than one time; OPAS will 
de-dupe the email list. 
 
 

 After clicking OK at the dialog shown above, this prompt appears. This 
option allows you to add entries from the Staff 
grid associated with each Address Book entry. 
 
If you are sending email to musicians or 
individuals, you can safely click No as individual 
musicians rarely have staff.  
 

 
 
Finally, this dialog appears confirming the 
number of Address Book entries to be processed: 
 
 
 

Manage those 
without an 
Email Address 

Some of the musicians may not have an email address. If this is the case, 
OPAS will display this dialog (next page): 
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Click YES at the above and entries without an email address will be 
written to a log file (a simple CSV file). OPAS will provide an option to 
automatically open that log file to see a list of those who will not receive 
the email (as they do not have an email address) 
 

Final settings 
and options 

The OPAS Send Email window will open (shown below) with this 
information and options.: 
 

1. The number of people to whom the email will be sent 
2. The address of each person 
3. Whether the addresses should be in the To / Copy / Blind Copy 

fields of the email address – select your preferred option 
4. Whether or not this email should be referenced in the OPAS 

Contacts grid for each individual (see below for details) 
5. The Subject and Text/Body of the email – this is optional as you 

can also type this information in your email program.  
 

 
 
Remove individuals from the list by simply highlighting or selecting any 
address and pressing the Delete key  on your keyboard. 
 
Manually add individuals to the list by: 

a) Clicking your mouse at the end of any email address 
b) Pressing the Enter key on your keyboard. This will create a blank 

row. 
c) Typing the email address you wish to add to the list 
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Start Mail 
Client 

Click the Start Mail-Client button at the right 
of the dialog.  
 
 

 
OPAS will launch your default email program and drop the addresses 
into the field you designated.  
 
You can of course at 
this point also add or 
remove individual 
addresses. 
 
If you typed the subject 
and/or body of the 
email, that information 
will also be transferred 
to your email program. 
If you left these blank in 
OPAS, type them as you normally would. 
 
 

  
Contact Grid 
option 

If the Write to Contactsoption is selected (item #4 in the screen shot on 
the previous page), OPAS will create an appropriate entry in the Contact 
Manager grid within the OPAS Address Book: 
 

 
 
The Contact Manager grid is tpcially on the Alt Addresses / Other screen 

 


