F I E RT S 112 Covington Square Dr.
Cary, NC 27513

are 919.380.0172
www.fineartssoftware.com

Setting OPAS screens — Rows and Columns

All OPAS Users can customize display elements such as Favorites menu, fonts, colors, and — perhaps most
importantly — column size and order.

& Note that while adjusting these settings is (strictly speaking) optional, OPAS places all such settings at their
default values when a new user is created. These default settings can make OPAS screens much more
confusing and harder to use than they need be, so you should consider these steps mandatory, particularly
when creating new OPAS users/logins.

All of these settings need be made only once — OPAS remembers the settings and stores them with your User
Name and Password.

Open the OPAS Open any program area — this guide uses the Dates area as an example — and select
program area any record or number of records. The idea here is simply to get information on the
screen; it doesn’t really matter what the information is.

When a new User account is created in OPAS and logs in for the first time, all List panes
and grids within program areas will appear in a seemingly random order.

The List pane in the Dates area for a new account
with no customization of rows and columns:

Date Weekday Start End Week Month Year PW. B B3 Sves Level Season  Text Project Event Type PerformancCity 1

091772014 | We 1000 AW |12:30PW (1438 B 2014) 3| 1.00 1]14-15 MasterWork Rehearsal | | Ariingtc

09/18/2014 [ Th 1000 AN |12:30PW (1438 9 2014 3| 1.00 1[1415 lNo soloist | MasterWork Rehearsal || Ariingtc!

09/1872014 [ Th 0200PM [04:30PM (1438 9 2014 3| 1.00 11415 MasterWork Rehearsal || Arlingtc

09/19/2014 | Fr 1000 AN |12:30PM (1438 9 2014 3| 1.00 11415 MasterWork Dress Rehe| | Aringtc

091202014 Sa 0300 PM_|10:00 PM_[14-38 9 2014 3| 1.00 11415 MasterWork Concert |V Arlingtc
03:00 PM | 05:00 PM |14-38 9| 2014 3| 1.00 1]14-15 MasterWork Concert 7] Arlingtc

09/22/2014 | Mo 14-39 9| 2014 4| 0.00 1]14-15 Administrati{ DAY OFF [

09/23/2014 |Tu 10:00 AM | 01:00 PM  |14-38 3| 2014 4| 0.00 1]14-15 Horn (2nd) ¢ Administrati{ Audition | Arlingtc
0400 P |06:30 P [14-39 B 2014 4 1.00 11415 Pops Series Rehearsal | | Ariingte

0902772014 Sa 1030 AN |01:00 PW [14-38 B 2014 4 1.00 11415 Pops Series Rehearsal | | Arlingt[’

0902772014 Sa 03.00PM |10:00PM  [14-39 B 2014 4 1.00 1[1415 Disney Sho\Pops. fl Arlingte b
0300PM_[05:00PM [14-39 B 2014) 4 1.00 1[1415 Pops Series Concert |V Arlingte

097292014 | Mo 14-40 9 2014 5| 0.00 1[1415 istrati{ DAY OFF |7

09/30/2014 [ Tu OT.00PM_ [09:30PM  [14-40 9 2014 5| 1.00 11415 Chamber Or Rehearsal ||

100172014 | We 0200PM_ |04:30PM [14-40 10 2014 5| 1.00 11415 Chamber Or Rehearsal | |
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The same List pane in the Dates area
once rows and columns have been customized:

P WeeDate Start End Status Project Event Type enue. Conductor Teut i Notes ...
Mo |09/15/2014 Administation DAY OFF

3

3\we |09A17/2014 [10:004M  |[12:30 PM Masterwiorks 1 Rehearsal tdemarial Auditorium, Arlington Kalmar. Carlos 3333-4331-1.203-

3| Th |09/18/2014 [10:004M  |[12:30 PM Masterwiorks 1 Rehearsal I emurial Auditorium, Alington Kalmar, Carlos No soloist 2223-4230-1.000-

3|Th |09/18/2014 |02:00PM  |04:30 PM Masterworks 1 Rehearsal Memarial Auditorium, Adington Kalmar, Carlos 3333-4331-1.203-

3|Fr |09/19/2014 [10:004M  |12:30 PM Masterwiorks 1 Dress Rehearsal M emarial Auditorium, Aringtan Kalmar. Carlos 3333-4331-1.203-

3)8a |09/20/2014 |0E:00FM  |10:00 PM Masterwiorks 1 Concert I emurial Auditorium, Alington Kalmar, Carlos 3337-4331-1.203-

3|Su |09/21/2014 |03:00PM | 05:00 P Masterworks 1 Cancert  emarial Auditorium, Adington Kalmar, Carlos 3333-4331-1.203-

4/Mo |09/22/2014 Administration D&Y OFF

4/Tu |09/23/2014 [10:004M | 01:00 PM Administration Audition M emarial Auditorium, Adingtan Hoir (2nd] and Timps

4/Fr |09/26/2014 |04:00PM  |0E:30 PM Pops Series 1 Rehearsal I emurial Auditorium, Alington Eveily, Jack. 3.303-4431-1412-

4|Sa |09/27/2014 [10:304M  |01:00 PM Pops Seres 1 Rehearsal Memarial Auditorium, Adington Ewerly, Jack. 3303-4431-1412-

4|55 |09/27/2014 |08:00 PM_ |10:00 PH F‘nEs Series 1 Concert M emarial Auditorium, Alhnﬁlnr\ Everly. Jack. Dishey Show 3.303-4431-1.412-
Re-order and Re- Scroll to the right (there is a scroll bar along the very bottom of the window) to reveal the

size columns available columns. To Re-order columns, click any desired column heading (this is the
word in grey at the top that labels each column).
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The column heading will depress and the whole grid will become ‘grayed-out’. Simply
drag the column right or left to
the desired location and release

Click and Drag to the right or left

your mouse.

evel Season
The column will snap to that new e
position.

Column headings

To Re-size columns, float your mouse over the border between any two column

headings. When the mouse cursor is between two column headings, its shape will
change to a double-sided arrow (shown here in an exaggerated size).

While the cursor in this shape, drag your mouse to the right or left to increase/decrease
the width of the column.

- ( ; & When the mouse cursor is in the
| Project Type Ve ‘d b| s tat h b
pET—— N—_oerorr ou e-ar_row state as shown a oye
double-click the mouse to auto-size the
M astersforks 1 Fiehearsal Me .
N column to the longest field.
Click and Drag to resize [ehearsal Me

| Double-Clic to auto-size

Freeze / Lock Once the columns have been re-sized and re-ordered, there will probably be more
columns columns (reading left-to-right) you wish to see than the screen will comfortably display.
To freeze or lock columns so that those on the left stay in place while you scroll to the
right:

1. Click your mouse in any cell in the left-most column (you can only freeze
columns when the first column is selected)

2. Float your mouse over the border between any two column headings. When
the mouse cursor is between two column headings, its shape will change to a
double-sided arrow (as in the previous illustration).

3. Right-click your mouse ). When the mouse cursor is shaped as the double-
sided arrow, right-clicking your mouse freezes the screen between the two
selected columns. The screen is frozen when the vertical column border turns

darker grey.
Project Event Type *Fh' ue
Adrminiztration DAY OFF /\"
tasterworks 1 HehearsV temarial Auditarium, Arlington t
kel agh Right-click when the cursor kemorial Auditarium, Arlington
is a double-sided arrow to

tazh ) &

freeze columns. The left side . while the right side
tazh stays in place ... Al M serolls right-to-left
Mastertworks 1 T T F eI, = g

To un-freeze the columns, simply right-click between the column headings again.

Re-size rows Rows can be resized for ease of viewing by clicking the row border (the gray part at the
left) between rows one and two. When the mouse cursor is between the first and

second row, its shape will change to a double-sided arrow (shown in red an exaggerated
size here).

EEP i/ OPAS - Configure Rows and Columns



P WeeDate Start

091572014
094172014
091872014

W

'l

Th

10:00 &M

(1]

Release your mouse
height.

10:00 &M

Position the cursor an the
border between the first
and second rows, then
drag up or down

F

S5

Other Notes and

Suggestions shown above for List screens.

Drag up or down to make the rows taller or shorter.

when the row is at the desired

[1] Grids within OPAS screens can be formatted using the same technique as those

For example, the Program screen in the Dates area may look like this when a new User

first opens it:

Date - Program [4] <01:47:004 A

Order Composar  Title Print Title Alt. Title Druration Arrangemeant TED Style Encore S5t
¥ 1|MacCunn, H Land of the | The Land of 00:08:00 ] I
2|Dvordk, Ant| CONCERTO| Concerto in 00:40:00 [ Czechoslov] |
3| Intermission| INTERMISS 00:20:00 [ [
4|Beethoven, | SYMPHONY) Symphony i Sym. No. § | 00:39:00 [ [

[

m

AP PEETEEE——

But can be re-arranged and made more legible using the techniques above:

() |

Date - Program [4] <01:47.00{ /M |
rderComposar Title: Prrinit Title Duration Amangement Encore A
WMacCunn, Hamish Land of the Mountain a The Land of the Mountain and the Flood 00:08:00 ] N
2| Dvorak, Antonin CONCERTQ, CELLO, IM|Concerte in B minor for Celle and Orchestra 00:40:00 |:| =
3| Intermission, INTERMISSION 00:20:00 |:| =
I 4 |Beethoven, Ludwig V| SYMPHONY NO. &, OF Symphony No. § in F major, Op.68, <Pastorg 00:359:00 |:| e
< | 3

[2] Select the columns to be shown in the List pane by right-clicking in the pane and

choosing List Pane Configuration.

Event Type W¥en: Lonductor Text
Open Dress Rehearsal Mend Right Click Biington |Chen,MeiAnn & List Pane Configuration ’
Concert Chen Mei finn Order Caption C show
Concert Mennorial Aul:litonum,.ﬁr—1 12 \ip\::ekday i
Chorus Rehearzal [Piano] | Rehearsal Studio A |M?6dy,Flobert | 3|Date é
S g Py P ; é:jn %
E|Project ? 3
7|Event Type Click to L
- n . . . 8|Venue R
The List Pane Configuration gird will appear -- 3[Condudtor ?rggirgg?_‘;gt'tea”;; }
enable/disable the columns to be displayed in the List LI — P 1
pane by ticking the Show box. 12|Status v~
13| Qrchestra ]
. . 14|Seazon [V]
Change the order of columns by typing a number in 15/ Pel ;
the Order column — this has the same effect as sy TVI:]E toge-order C?;Jmﬂs;thls E
. : P . H as the same effect as 4
dragging/dropping columns within the List pane itself. 13 E_,t drag/drop within the List pane |
I
EiE [
N PO [Ty = PP
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[3] When a screen has been ‘frozen’, columns can be re-sized but not re-ordered. You

b
must un-freeze columns (right-click *~ between the column headings) before re-
ordering them.
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