
Parents Guide to Opus

Follow me!

In January of 2023, Neighborhood Music switched
to a new scheduling software called Opus. 

Maestro will show you how it works!

updated Feb 2025



Important!!Important!!

The online Opus portal is meant to be an extra tool
in your arsenal, but it does not replace your

scheduling team!

Please don't hesitate to reach out to us for help
with anything!
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What  you can do
online on Opus

The online portal in Opus saves you a phone call
for a lot of basic things! Online you can:

Update your
billing info Cancel a lesson

or two

Schedule
makeups

Pay an overdue
balance

View your
upcoming

schedule(s)



What  you can't do
online on Opus

General rule of thumb: for anything more
complicated than cancelling a single lesson or

scheduling a makeup, send us an email!

The online portal is meant to be an extra tool in your arsenal,
but it doesn't replace our scheduling team. Please reach out to

us for any of these things!

Cancel your
subscription

(recurring lessons)

Purchase single
lessons/lesson packs

(but you can schedule
them online!)

Change your
recurring lesson

time

Cancel and reschedule
lessons in bulk (more
than two at a time)

Switch teachers



Getting Logged In

Navigate to
https://neighborhoodmusicschool.opus1.io/login 

and click Login

Your login is the email address we
have on file + a password you

create

You definitely have a login  -
please don't create a new one!

If you don't know your
email/password, reach out to

our scheduling team, and we'll
get you sorted!

https://neighborhoodmusicschool.opus1.io/login


Homescreen (Desktop)

Here's what you should see
when you login on a computer! 



Homescreen (Mobile)

The mobile version is all of the
same information, just stacked

vertically!
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Buttons
Edit profile info

Add/delete billing
info

Add dependent

View/share files with
your teacher

Edit password

Refresh profile

Sync schedule with
calendar app

Show/hide contact info

On mobile, these options will
show up in the menu in the top

right corner!



You’ll be able to view
all of the messages
about your student

here, as well as send
new messages.

Click Leave a
Comment to send

your teacher a
message

Navigate to your student’s
profile: Comments and click

Show More

You can send your teacher
a message on Opus! 

Teachers will do their best
to respond to messages,
but please keep in mind
that they may not have

much time outside of your
lesson time - it’s always a

good idea to ask questions
at your lesson instead!

PLEASE NOTE: All scheduling is
done through our admin team

only. Teachers can only
respond to messages about
lesson content/materials.

Communications - Messaging your teacher 
(pt 1)



Select which student you’re
messaging about from the Client

drop down menu

Communications - Messaging your teacher 
(pt 2)

PLEASE NOTE: All scheduling is done
through our admin team only. Teachers

can only respond to messages about
lesson content/materials.

Select which teacher you’d like
to message (if you only have one

teacher, only one will show up
on the list)

Add your message and any
attachments you like and click

Post



Scheduling - View Schedule

If you have multiple students
enrolled, this screen will

show all of your students'
upcoming lessons in
chronological order!

This screen will show your
schedule for the next few weeks.
To look further ahead (or back!),

click See All Schedule



Scheduling - Cancel a Lesson

Click "Cancel" next to the lesson you'd like to
reschedule

You'll get a pop-up with our
cancellation policy. Scroll
down and click "Continue

with cancellation" to
complete the cancellation.

Opus can be a bit...literal about
some things. If you encounter

either of these messages, please
email us and our scheduling team

can help you out! 

Opus told me I've exceeded

the cancellation limit - why

can't I have a makeup?

1.

Opus says I can't cancel a

lesson "unpaid" - what's up?2.

Common problems:



Scheduling - Schedule makeups
(pt. 1)

Scroll to your "credits"
section and click "Use" to

schedule a makeup

Select a teacher to
view their schedule.

Select a timeslot,
and click "book"

This is how you
schedule 4-pack and
8-pack lessons, too!

Note: there is currently no
way to view the schedule

unless there is a makeup on
your account

PLEASE NOTE: Makeups can
be booked with any teacher
for any instrument - the first
line of each teacher’s bio will

list the instruments they
teach!



Scheduling - Schedule makeups
(pt. 2)

For payment method,
select one of your

makeup lessons (tip: use
the one expiring the

soonest!)

Check the box next to "I agree to the
terms and conditions," then click

"Book" and you're all set! You should
receive a confirmation email to the

address on file.

Makeups can be scheduled with any teacher
for any instrument - if working with a new
teacher for a makeup, it can be helpful to

add notes about what your student is
working on with their regular teacher!



Billing - Add billing information

Click the card icon on your
homescreen to add or edit your

billing information!

Same card, new expiration? No problem!
Just click “Update” next to the card you

need to change.



Billing - Invoices

Tuition is auto-billed each month a few days before the first (July's
tuition is billed around June 25th, for example!)

Your next due
invoice will show
up on your opus
homepage. Click
"See all invoices"

to view past
invoices.

You can see how much your next bill will be on your homescreen!



Billing - Pay an invoice

Tuition is auto-billed each month, but if you
have to update your billing information, you

may have to pay an invoice manually

To pay a past-due invoice,
simply click "Pay" and

follow the prompts! If you
don't have a card on file,

the system will ask you to
add one.

If the system is unable to run the
card on file, you'll receive an email

requesting that you update your
billing information. The system

will try running the bill again until
it is paid.



Billing - View invoice details

Your next due invoice will show up on your opus homepage.
Click "See all invoices" to view past invoices.

The "billed" amount will
always show as the total of
the invoice (your monthly

tuition rate). 

Click "Details" under your
invoice to see more! This

screen will break down the
payments by method.

If you had a credit, it will
show up here.

The amount billed to your
credit card will show here!



From your profile, navigate
to the menu in the top left

corner and click Edit

Scroll down and toggle the
switches for the notifications

you want to receive.

Note: Make sure to click
Update!

Notification Settings

Opus has automated email and SMS notifications. You can set your preferences!

We recommend having SMS settings turned on for Cancellations and
Appointment Updates, just so you don’t miss anything!



Common Errors, Issues, and Shenanigans

There are some limitations to the software - here are some common
things we've run into. You can always email us with questions!

I can't add a credit card to my account1.
Trying to cancel an "unpaid" lesson2.
I want to schedule a makeup for a sibling3.

Bottom line: the online

scheduling portal is designed to

be an extra tool in your arsenal,

but it doesn't replace our

scheduling team. Please don't

hesitate to reach out to us with

your scheduling needs!



Explanation (for the curious)

Email address is the unique identifier in Opus,

which means that every account in Opus has to

have a different email address.

If you are logged in and your features seem limited,

it's possible your email address is connected to

your student's account rather than yours. Let us

know which email should go where, and we'll get

you sorted!

Problem: I can't add a credit card to my
account

Solution: You are probably logged in
as your student rather than yourself.

Email our scheduling team, and we
can fix your login!

Problem: There should be a
credit card icon I can click to add

a card, but it isn't showing up



Explanation (for the curious)

We bill at the end of each month for the next

month's lessons (July is billed at the end of June,

for example). If you know on June 5th that you

need to cancel a lesson on July 26th, we can cancel

it early for you! Opus doesn't allow clients to

cancel lessons that aren't paid for yet, but our

scheduling team can override it.

Note: if the lesson is unpaid because we were

unable to run your card for tuition, tuition will

need to be paid before we can issue a makeup.

Problem: I can't cancel a lesson because it
says it's "unpaid"

Solution: Send us an email, and we
can cancel that and issue a makeup

for you!

Problem: I'm trying to cancel a
lesson, but Opus says I can't

because it's "unpaid" 



Explanation (for the curious)

Opus assigns makeups to the student the original

lesson was for. Our policy at Neighborhood is that

anyone in the household can use those makeups,

but Opus isn't able to differentiate that at this

time. Our scheduling team can reassign makeups

to any person on your account (including parents!)

Problem: I want to schedule a makeup for
a sibling (or myself!)

Solution: Send us an email, and we
can reassign the makeup (and/or

schedule it for you!)

Problem: Chris has a makeup on
his account, and I'd like to

schedule it for his brother Sam,
but Opus won't let me


