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Assigning Agents / Managers to Artists

These instructions cover the basics of creating and assigning managers and personal representatives to the
soloists, conductors and ensembles in OPAS. If further information or instructions on setting Background Data
are required, please contact OPAS technical support.

Create the Agency
(where
necessary)

In the OPAS Address Book (General) create the artist management companies that represent
the artists you engage1. It is a good idea to create and use an Address Group called “Artist
Manager” (or something similar) 2.

Remember that these Address Book entries are for the agencies or companies, not individual
agents or people. Each agency need be created only one time, and thereafter can be linked to
as many artists as required.

ILTER: Address-Book (General) 1 [Askonas Holt Ltd , London]
Search p
- Co. / Last Name | Askonas Holt Ltd First Name
|l Addr.f Other Code
ddtional Data Contact Numbers [2] CA ] “HE)(ag] r2goress Groups 1t A setto Wain. []{3¢]
Personal Data |Order Number TIe e Code <> Text Date 1 S
Restricted Data 1[020 7400 1700 Contact numbers / web W artist manager ) |,,.‘GR | ‘ T
M 2|wwrw.askonasholt.co.uk sites for the company - [[FTT | | T -
Expenses I<1 i I » | Kl | »
D) &k
Perf. Hist | CrderTitle FirstName  LastMame Poaition Mail Merge  Phore Fax E-Mail Matile Linked Addr < A
Documents. M 1|Ms. |Celia Willis Director Z 0207400 1759 celia@askonay ;
2| Mr. |Mark Hildrew Executive Director V] +44 2074001730 mark.hildrew /
3|Ms. |Alexandra |Schulz Artist Manager - Asst. to | 020 7400 1742 /

E ‘ J Click to add staff

Address 1 |Lonsdale Chambers Agddress 2|27 Chancery Lane House Number

City |Londen State ZIP WC2A 1PF

clo Name ZIP POB Country | United Kingdom [=]

Individual agents and other employees of the agency are listed in the Staff grid for the
agency. As many employees of the company as you like can be listed here, and each person
listed can have his/her personal phone/fax/email/mobile phone contact information. Note that
the email link is active in this grid, so you can launch your email program and send an email
directly to anyone in this grid.

If the artist management firm is a single-person company, the Staff grid may contain the single
agent at that firm.

1. Depending upon how your installation of OPAS is set up,
you may have several different address book
configurations. When creating artist manager companies
use Address Book (General) or Address Book. The
screen pictures in this guide use Address Book (General).

B £ Address Book

&ddr. Book
Addr. Book [General)
Addr. Book [Aitizts]

2. If you should need to create this Address Group, select Address Groups from the
alphabetical list of Program Areas. Make sure the System Group for

Name |Artist Manager
Name 2

Code |MGR

System Group | Agency

[T Contracts @

Artist Managers is
“Agency”.
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Assign the
Agency to Artists

Specify the
individual agent

Link as many agencies as are required to any soloist, conductor or ensemble entry in the

Address Book (Artists) ".

First link the artist management company by clicking the Add New icon |@ at the top right of

the Agents grid.
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- Composer COM o
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_|Qrder Ca. £ Last Mamne Capacity Staff Person Phone Far E -t ail I obile
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1 Address Book that are classified as agents — the list will
likely include publishing or other agencies as well.

Double-click the name of the company or select it and
press the Enter key on your keyboard or click the large
Add button to assign that company to the artist.

Once the company has been linked, specify the person at that company that has specific
responsibility for the artist. Double-click the company entry to modify it (shown below).

At the window that pops up, select the individual(s) at the agency associated with the artist

(taken from the Address

Book in the first step of this
guide) is automatically
transferred. This process
can be repeated as many
times as is necessary to

reflect the different people at
the company who work for
this soloist or conductor.

This data structure allows
any number of people at the

Agents [1 !
Order Co. / Last Name -» Capacity Staff Person Phone Fax E -t ail
1] 0pus 3 arists [Manager [Bary, James  [z125047500  [646.300.8263  [JBany@opu
\\ Address-Book (Artists) 1->Addresses/Agents [Opus 3 Artists]
hY
K .
.

Double-click the Agecy to
open it, then assign the Staff
Person

ode

=

Agent | Opus 3 Artists
Staff Person | Barry, James
Phone | 212.584.7500

Fax |646.300.8263

E-Mail | JBarry@opus3artists.com

Mobile | 212.555.1212

same agency to work for the
same artist (there may be a

manager, a booking agent and a servicing agent). It also allows multiple agencies to be
assigned to the same artist (a manager, a publicist, a travel agency, etc.).
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Notes Email links are also active in the Agents grid. Select an agent and click the email button to
launch your email program.

[Aasnts 1] [A ] Double-click the email .
[ Order Cov / Last Name -> Capacity St address or click the email E-Mail tobile
H 1 | Opusz 3 Artists Manager B icon to send an email to L8263 anyEiopus Jartistz.com | 212.555.1212

[‘ L I

Sl Ayl e

Agencies and individuals in the grid can be put in any order. When printing contracts and
other documents, OPAS will use the first agent as the artist’'s main contact

Agents [2] Fay
0. / Last Mame -» Capacity Staff Person Phone
1| Qpuz 3 Artists Manager Foster, David [212] Bad-

! 2 d:‘US 3Artizts. - Loz Ang PR/ Servicing Samimi, Sean [323) 954-

Click and type to re-order :

You can “circle back" to the agency’s company record from within the Soloist or Conductor’s

Address Book entry. Right-click the mouse on the agency name and then click the Agents...
link:

[ Agents [2]

_[Dirder Co. / Staff Person Phone
o 1|0pus 3adists M ananar [Foster Navid  |(212)5
2|0PUS 3artists B Edit Agents .. o |23
| KNFSSSNTRRR  Agenis.. |
Contact Address ...

Listview Configuration ...
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