In January of 2023, Neighborhood Music switched
to a new scheduling software called Opus.
Maestro will show you how it works!
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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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1.What you can do on Opus
2.What you cannot do on Opus
3.Getting Logged In
4.Homescreen
5. Communications: Messaging your teacher
6.Scheduling:
a.View Schedule
b.Cancel a Lesson
c.Schedule Makeups
7.Billing:
a.Add/Update Billing Info
b.Pay Past-Due Invoice
c.Invoice Tour
8.Notification Settings
9.Common Issues
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The online portal in Opus saves you a phone call
for a lot of basic things! Online you can:

Wpdate your /Schedule
billing info Cancel a lesson makeups
or two

View your

upcoming Pay an overdue
schedule(s) balance




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!
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Navigate to
https://neighborhoodmusicschool.opusl.io/login
and click Login

Music Studio
Management
Platform
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Please enter your email and password to login

Your email

Your login is the email address we o

have on file + a password you
create Your password

2 LOGIN

please don't create a new one! G sign in with Google

You definitely have a login -

If you don't know your
email/password, reach out to
our scheduling team, and we'll GET A LOGIN LINK BY EMAIL
get you sorted!

or if you forgot your password



https://neighborhoodmusicschool.opus1.io/login
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Comments See all comments

Maestro Jones
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w Piano Lesson 30 Minutes Sat, May 2Tth 2023 w Makeup Lesson 30 Minutes 1 wisit
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Piano Lesson 30 Minutes Sat, Jun Brd 2023 Subscriptions SRiaason

m m w Mew Client 30 Minute Lessons $155.00 / mo

Sat, Jun TTih 2023

Piano Lesson 30 Minutes
m = Invoices See all imvalces
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Here's what you should see
when you login on a computer!
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Maestro Jones »
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Comments Show More v

Upcoming Schedule See all schedule

Piano Lesson 30 Minutes

Piano Lesson 30 Minutes

Homescreen (Mobile)

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

vertically!

Credits See all credits

w Makeup Lesson 30 Minutes

w Makeup Lesson 30 Minutes

Details m

Subscriptions See all subscriptions

w New Client 30 Minute Lessons

Invoices See all invoices

$155.00 due on May 20th 2023

A Piano Lesson 30 Minutes - New
w Client 30 Minute Lessons

Detalls




Edit profile info

Add/delete billing
info

Show/hide contact info
Add dependent
View/share files with
T R Maestro Jones

info@neighborhoocdmusicstan ey .com
Edit password 5 #1720 378 3668

Sync schedule with
calendar app

Refresh profile

RA'A-'AR AR
Neighborhood Music

) ) 4 Maestro Jones »
show up in the menu in the top info@neighborhoodmusicstanley.com

o +1720 378 3668
right corner!




Communications - Messagi ! her

You can send your teacher

R'BAx'AR'Ax‘A _ a message on Opus!
Neighborhood Music

Teachers will do their best
. , to respond to messages,

but please keep in mind
that they may not have
Maestro Jones ~ much time outside of your
info@neighborhoodmusicstanley.com lesson time - it’s always a
Q 2501 Dallas St, Aurora, 80010, Colorado, United States N .
good idea to ask questions
at your lesson instead!

%, +1720 378 3668

S it
Comments Show More v You’ll be able to view
CONNTREmnES all of the messages
Upcoming Schedule See all schedule about your student

Piano Lesson 30 Minutes here, as well as send
¢ new messages.

PLEASE NOTE: All scheduling is
done through our admin team
only. Teachers can only ffy  Maestrosones
respond to messages about G

lesson content/materials. I T

your teacher a
message




Communications - Messaging your teacher

LEAVE CLIENT COMMENT

Client (Who is this about?)

Maestro Jones

Who should be notified of this comment?

Lauren Podjun

Hi Lauren! Which scale did you say Maestro
should be working on? We're traveling and
forgot our notebook!

B I U HI H2 H3 = i=
& @ @

You can attach files by clicking & icon.

The comment will be posted to the client's profile
and the selected staff will be notified by email.

Please use for educational questions related to your
lesson - your teacher will see this message on the
day of your lesson. Your teacher cannot make
schedule changes. For all schedule changes, please

contact administration.

Select which student you’re
messaging about from the Client
drop down menu

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

PLEASE NOTE: All scheduling is done
through our admin team only. Teachers
can only respond to messages about
lesson content/materials.




Upcoming Schedule

Piano Les;on 30 Minutes
Piano Lesson 30 Minutes
Piano Lesson 30 Minutes

Piano Lesson 30 Minutes

Piano Lesson 30 Minutes

See all schedule

May 27th 2023

Sat, Jun 3rd 2023

‘Cancel

Sat, Jun 17th 2023

Cancel

sat, Jun 24th 2023

Cancel

Sat, Jul 1st 2023

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

click See All Schedule

If you have multiple students
enrolled, this screen will
show all of your students'
upcoming lessons in
chronological order!




Upcoming Schedule See all schedule

Piana Lesson 30 Minutes Bk iy AT G023 Click "Cancel" next to the lesson you'd like to
mu = reschedule

You'll get a pop-up with our
cancellation policy. Scroll Cancellation
down and click "Continue A credit will be issued to Maestro Jones

with cancellation” to = =

complete the cancellation.

Common problems: l'

1. Opus told me I've .eXf"eedﬁd some things. If you encounter
the cancellation limit - V\; y either of these messages, please
can't| havea makeup: email us and our scheduling team

Opus can be a bit...literal about

can't cancel 2

can help you out!
- what's up? Py

2. Opussays!ca
lesson "unpaid




Note: there is currently no
way to view the schedule
unless there is a makeup on
your account

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

Scroll to your "credits" Credits See all credits
section and click "Use" to
schedule a makeup

w Makeup Lesson 30 Minutes 1 visit

Select a teacher to
view their schedule. R o i
Select a timeslot, Austl_nMIIiimKlnird. . 5 M T WTFS 5 M T W TFS 5 M T WTFS

Trumpet, Trombone, Piano | y T w1 2 3 4 5 8 28 2030 31 1 2 % 2% 28 27 28 29 30 1

and click llbookll -\ ..:: o 7 8 8 W0 N 123 4 5 6 7 8 910 2 3 4 35 6 7 8

% 15 W T 8 @ 20 mizE s s e W I - LI I =

LOCATION

[ F-B-3'% 5 ¥ W 1 2002 22 23 24 1 W8 19 20 3 22
2B 2930 3 1 2 3 25 26 27 28 9 30 23 34 25 26 27 1B 29
303 1 2 3 & 5

Showing availabilities from May 21, 2023 to June &, 2023

Sunny Pelance
Blanca Eline i Bunayiien stidled s snd atiaa it Sun May 21st 2023

PLEASE NOTE: Makeups can O o egtes n Appicaie i Whie ¢ ————
be booked with any teacher R oy | | ey
for any instrument - the first i o
line of each teacher’s bio will - i by 258 203
list the instruments they ottt oo Bipvor M ™

ighbarhood Music and The...

teGCh! T _ e X0 7-0apm MDT




- Schedule makeups

'8 'AR ! Ax'd
Neighborhood Music

Choose a service / Makeup Lesson 30 Minutes / Booking

May 25th 2023

SEEH  Makeup Lesson 30 Minutes 1Y R 2
M 30 minutes > & Austin William Kinard > :Pgr'l:f:s:-:nh:?:’.u'.lriandIi"ml‘.rr‘wlnr.lr':.- wi For payment method’

select one of your
Select a participant Select a payment method makeup lessons (tip: use
the one expiring the
soonest!)

w Maestro Jornes Credit: For 610 per email on 5/20 (1 visits) Expires 07-20.2023

Check the box next to "l agree to the

Makeups can be scheduled with any teacher terms and conditions," then click
for any instrument - if working with a new "Book" and you're all set! You should
teacher for a makeup, it can be helpful to receive a confirmation email to the

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




Click the card icon on your
homescreen to add or edit your
billing information!

Maestro Jones PAYMENT METHODS

info@neighborhoodmusicstanley.com
o +1720 378 3668 There are no payment methods, click below and add one.

Add Payment Method




Billing - Invoices

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

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

AldciAR ! AoiR
Neighborhood Music

Y

Your next due
invoice will show
up on your opus

homepage. Click
Upcoming Schedule
"See all invoices"
W to view past
S —— invoices.

=
B
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e jient 30 Minute Lessor
NEWC‘B
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- teg -
. piano Lesson 70 Minu




e . . . If the system is unable to run the
Tuition is auto-billed each month, but if you card on file, you'll receive an email

have to update your billing information, you requesting that you update your
may have to pay an invoice manually billing information. The system

will try running the bill again until
itis paid.

| ﬂVOiceS See all invoices

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

follow the prompts! If you

$155.00 due on May 20th 2023

A Piano Lesson 30 Minutes - New Client 30 $155.00 ; .
a’ Minute Lessons 23 don't have a card on file,

the system will ask you to
m@ add one.

New Client 30 Minute Lessons - Jun,

2023 =)




Billing - View invoice details

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

New Client 30 Minute Lessons - Mar, 2023

New Client 30 Minute Lessons

Due now (March 1st 2023) Total Due

Payment Transactions

Account credit
Jan 30, 2023 448 PM
Paid by Credit Card
ARAE FICAN FEEF
Feb 25, 2023 3:47 AM

TOTAL (PAID)

74

$155.00

$155.00

$125.00

$155.00

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!




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

Neighborhood Music

T | @

Menu

.‘ hens A

Add dependent

Sop

Files

Change Password
Dependents .
Sync My Calendar

w Change Timezone

Refresh

Comments 3] Logout

Client EMAIL Notifications

These are the notifications received as a client
participant or account manager of a client
participant of an appointment or session by EMAIL

Appointment/Session Subscription Enrollments
reminders updates

SSTiCERatiens Scroll down and toggle the
switches for the notifications
Client SMS Notification you want to receive.

ese are the notifications receiy
participant or account manager of a client
participant of an appointment or session by SMS

@

Appointment/Session Subscription Enrollments
reminders updates

Cancellations Note: Make sure to click
Update!

Opt out of all sms communicatic’ -

Opt out of marketin® 2mails

“& UPDATE

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




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

1.1 can't add a credit card to my account
2.Trying to cancel an "unpaid" lesson
3.1 want to schedule a makeup for a sibling

e online

scheduling portal is designec:\ :l)
be an extra tool in your arsendas
but it doesn't replace o(;Jrn"c
scheduling team- Please c\>N ”
hesitate to reach out to us ‘
your scheduling needs!




account

Problem: Ther

) . e should b

credit card icon €a Solution:

| can cli ution: You ar

acard, butitisn't Sho:;:(nto add as your student :;:;Obably logged in

gup Email our schedulinegrttmn yourself.
. eam, and w
can fix your login! °

gplanation (for the curious)
dentifier in OpUsS;

Email address is the unique i
which means that every account in Opus has to
have a different email address.

r features seem limited,

If you are logge
it's possible your email address is connected 10
count rather than yours. Letus "0 0

your student's ac
know which email should g0 where, and we'll get ‘
you sorted! | V (

dinandyou




says it's "unpaid"

Problem: I' i
:1I'm trying to can
lesson, but Opus says | caC:llta Solution: Send us an email
HA P = o
because it's unpaid" can cancel that and issue a’maz we
eup
for you!

g)_(planation (for the curious)
end of each month for the next

We bill at the
(July is billed at the end of June,
for example).
need to cancelale
it early for you! Opu
cancel lessons that aren
scheduling

paid pecause we were

for tuition, tuition will
n issue d makeup-

Note: if the lesson jsun

unable torun your card

need to be paid pefore we cd




a sibling (or myself!)

Problem: Chris has a makeup on Solution: Send us an email, and we
his account, and I'd like to can reassign the makeup (and/or
schedule it for his brother Sam, schedule it for you!)
but Opus won't let me

i urious).
Ex ‘m/nauo/n(&rth}C/ e orig‘mal

entth
Opus assigns makeups to the stud
lesson Was for. Our

in the househ g
anyone int ifferentiate
isn't able to diff e e

cluding parents‘.)




