How to Access and Use Charms Office
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2) Entering Charms
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Go to “Enter/Login” and drop down
to “Parents/Students/Members”
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3.) School Code
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Enter newbernhsband as the school code

Odrms Parent/Student/Membes Arps

Please EntefYour School Code:
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The Hub is
Yyour portal

for
everything

that you
need.

You have
access to

I — 4.) The School Hub-Entering your password
sign-ups,
personal
information
change,
financial
records, on-
line
payments
and other
tools.
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Enter your password here.

By default, it is the school Student ID number
(used as lunch number/report card).

This number is the same as from Middle school

5.) Student Hub-Info, Finances, Calendar, Volunteer, etc.
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Start here to enter important information for
our records. It helps us communicate better.
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5.) Entering/ Changlng Student and Family Information
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Go back to
the home
page by
clicking the

CHARMS (FFICE ASSISTANT

PARENT/STUDENT AREA
NEW BERN MG SO0 BAND
CIIRIS ELBING
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House icon.

Ol W

Click on either the Wallet or $ sign to
access the Financial page.
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7.) Reading the Financial Statement Page

Definitions of Financial Statement Page Items
A. Balance: How much is owed

B. Credit: Either a zero balance or extra money credits in an account (positive)
C. Trip Ledger Balance: How much is owed on major trip

D. Fixed Payments Due: The total of the several payments linked together. A fixed payment is when a
charge is split into different payment amounts. For example, the $325 for marching band is split into a
Deposit, Camp fess, and 3 monthly payments

E. Fundraising Balance: How much is owed or has been raised for a fundraiser.

If items such as tickets have not been turned in, a Balance will show up. If money/tickets have been
turned in, a Credit will show.

F. Miscellaneous Balance: This can be several items, such as:

e Extra charges from throughout the year (All-District registration, Concert Uniforms,
shoes, extra gloves, etc.)

e Unpaid band fees from the previous year

e Scholarships or Credits (such as sibling discounts)
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If an item is RED, that means is still

3 unpaid or items have not been turned
Teip todger Hadance Credit 0.00

Fixed Paymenits Due 275.00 in. (negative)

Fundrassing Dalsnoe Credi 0,00

Miscelaneous Bakance Credit

If an item is GREEN, it is either
paid off or a positive credit

ete are o schedaled trigs for thes student

This is the TOTAL amount Due or Credits
- Medassdsi available. A Credit will look like this: - $0.50.

o e This example has a Balance Due of $275.00
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8.) Making Online Fixed Payments
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rixel  Go down to fixed payments and click
Fundrassing
oo 0N the ones that you want to pay.

Then click Pay Fixed Payments
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CHARMS OFFICE ASSISTANT
PARENT/STUDENT AREA

NEW BERN HIGH SCHOOL BAND
CHRIS CLDING

EXIT CHARMS P NEWS ITEWm

| o PORESTHA SECIMITY, CLOSE THE WES BRUWSER AN TER MAKING YOUM PAYPAL PATMINT |

Flxed Payments to Pay ol sonbesc At
Total to Pay: $ 125.00 This is where you will be taken.
Convenioncs Charge: IW Notice that there will be a 3%

convenience charge (PayPal charge)

NOTE: 3w
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Enter the information requested by PayPal.
Make sure to finish the process in order for the
payment to go through.
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If you need any more help or have questions, please email or
call Mr. Elbing.
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