FINE ARTS

Copy Itineraries between Contracts

Using itinerary templates, you can easily auto-populate the itinerary of a contract. This function is used when
soloist or conductor contracts have similar or repeating data and saves the time/effort of manually typing in those
itinerary items.

Create Itinerary Templates (do this step one time only)

All itineraries are attached to Contracts, so you will create template contracts that will house your standard
itinerary items. This same technique is used when creating templates to auto-populate entire contracts, and if
you have created those contract templates already, you can sKkip this step.

Refer to the How-To Guide: Auto-Generate Contracts for more detail on creating contract templates. The

instructions are given here in an abbreviated form.

Create a New Open the Contracts area and click the New icon at the lower right of the screen.
Contract Template ~ Create a contract with these attributes:

@ Project |Administration ~ 2 l Season | 15-16 i

Title | ITINERARY TEMPLATE - SOLOIST @

Contract No. Code | TMP |4 '

Artist |Northern Virginia Symphony, 5 ~ Instrument

Azent

Group | Performance - Soloist \ 6 ) ~ Status | Tentative

lob v 1
Classification ~ Engag. Reason

Notes | This contract is used to house the main itinerary items for a standard soloist contract [

L prap U

to reflect the current season

3. Title - Any descriptive title with the word “Template” in it so this entry will not be
confused with an actual artist contract

4. Code — TMP or TEMP

Fillin the Fill in the Sched/ltinerary screen with the items such as arrival, hotel stay, departure,
. conductor meetings, receptions, ground transportation and other items that find their way
Itinerary . . o
) ) in to each printed Artist Itinerary.
information

Click the Add icon at the top right of the grid to create an entry. Leave each Date and
Time blank. After the copy itinerary function runs, the actual dates / times for these items
can be added to the artist’'s schedule. (see next page)
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Main Artist |Morthern Virginia Symphony, B

Agent -
[— —
Clausesilstes Dates [0 Days /0 Dates / 0.00 Sves|_ /&y | (&)
Expenses [Date Time Froject Activity Conductor Verue End o=

Additional Data

Checklist

Documents.

i -4

S
ey @
Dat= Time End Text Motes Co./Last Name .
‘i Ariive W ashingion Proceed to the Baggage Claim area on the lower level Ranald Reagan Washinglon National Airport
‘i Huotel Stay Corfimation Number. King norvsmoking requested | Hilten Old Town Alewandia Hotel L
‘i Check Out Hiltan 0 T own Alzsandia Hotel
‘i Depart for Airport Meet at Exeeutive Limausine Service =

Make this template as complete as you can. It is easier to remove itinerary elements that
are not required, than to add new ones.

Use the “Copy After the Itinerary template has been created, it can be applied to any contract. In this
Itinerary” data example, a Masterworks contract has rehearsals and concerts, but no itinerary items:

function

FILTER: Contracts 1 [fMW7-15/16/MasterWorks 7: Parnas Cicely;] r
Search p
Artist |Parnas, Cicely v Agent | Young Concert Artists, Inc ~ l
Dates [4 Days / 4 Dates /4005 A R
pate Time Froject Activity Conductor Venue End City A
»02/25/2016 |02:00PM |MasterWorks 7 Rehearsal ‘Wilkins, Thomas Memorial Auditorium, Ar| 04:30 PM Arling
02/26/2016 |10:00 AM | MasterWorks 7 Dress Rehearsal ‘Wilkins, Thomas Memorial Auditorium, Ar| 12:30 PM Arling
02/27/2016 |08:00PM |MasterWorks 7 Concert ‘Wilkins, Thomas Memeorial Auditorium, Ar| 10:00 PM Arling
02/28/2016 |03:00 PM | MasterWorks 7 Concert ‘Wilkins, Thomas Memorial Auditorium, Ar| 05:00 PM Arling
v
1< >
Itinerary [0 A %
[Date Time End Taxt Notes Co.jLastName Pla o
e - T —— -—— i s

q RN 5 PR Click the Function
alendar 1 FIITER: Contracts 1 [/MW7-15/16/MasterWig icon at the tOp left of

the OPAS application
st [Parmas, Ccely = s mcnd  @nd choose Copy

i Itinerary from... and
Dates [4 Days /4 Dates [ 2005v A .
gte Select Function then Start Function

(O standard (O Customized -
IChecklist cel Contract b
Chahge Group Start Function

Main
Clauses/Notes
Expenses

/Additional Data

Documents

Copy Itinerary from ...
Load To-Do List from Template
Lotk Contracts

OPAS will confirm the selected contract that Start Function
will receive the itinerary information. Click OK \:p Copy tineramfrom ..

After confirming the number of contracts that © /MW7-L5/16/MasterWorks T7: Pamas Cicely,

will receive the itinerary, OPAS will display a

list of all contracts within the same season that O0Records The itinerary will be copied
currently contain Itinerary items. s TO this contract

While any existing contract (in the same season) can serve as the source of your itinerary
items, be advised that all details will be copied. So unless you are copying itineraries
between artists appearing on the same Project, select the Template contract (see below):
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il Select Contract

Horthern Virginia Symphg
Lackey, Jon
Williamson, Amy Cofield (84
Swedberg, Michael V.
Aylmer, Jennifer

Ohlsson, Garrick

i

ITINERARY TEM(TMP |Administration
MasterWorks &
MasterWorks 6
MasterWorks 2

MasterWorks 2

These are all the contracts within the same
season that contain an itinerary

After clicking OK and closing the function dialog, OPAS will have copied the itinerary items
from your template to the active contract:

% FITER: Contracts 1 [fMW7-15/16/MasterWorks 7: Pamas Cicely,]
Search p
Artist |Parnas, Cicely v Agent | Young Concert Artists, Inc.

[ Dates [4 Days / 4 Dates [ 400 5v A ol
Date Time Project Aty . . . End City
21557201 lozonr Tvacerwone 7 Tr The standard items that comprise every itinerary have [— PV Po— - 4

K T . : :
v 02/2s/ steriorks 3 been applied to this contract. fium. A riing
02/26/2016 |10:00 AM |MasterWorks 7 Dr: rium, Arl 12:30 PM Arling
Just double-click any item to assign its date / time and

02/27/2016 |08:00PM |MasterWorks 7 P rium, Ar| 10:00 PM Arling
i other details e
02/28/2016 |03:00PM |MasterWorks 7 rium, Ar| 05:00 PM Arling

| v

<« >

rltnerary [7] A 3]
Date Time End Text Notes ... Co./Last Name Pla a

N Arrive Washington Proceed to the Baggage Claim area on the lowg Ronald Reagan Washington Naticnal Air
Iy Hotel Stay Confirmation Number: King non-smoking reque| Hilton Old Town Alexandria Hotel Al
I r Check Out Hilton Old Town Alexandria Hotel Al 1
I r Depart for Airport Meet at Executive Limousine Service Ste
LI

Now each itinerary item can be completed by double-clicking it and filling the date, time
and other necessary details, or deleted if it is not needed for this contract.

Other itinerary items can also be added via the standard “New” icon at the top right of the

grid.
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