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1.) Go to www.charmsoffice.com
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= IR ZAANIVA O Home Contact Us About Charms GetTrial Features Demo ENTER/LOGIN
OFFICE ASSISTANT

The premiere management
communication, assessment. and
financial system used by

successful programs everywhere Sﬂll”l[?rllmlﬂms

Charms User/Training Conference 2013
@ June 23 - 26 ("> Atlanta, GA

Questions about Charms? click to register andf r details >>
Click to Chat Live!

Charms News rzsdmor Our Members rezd more Testimonials red more
Charms at Conn-Selmer Institute this SBO T article/interview with
week!!! Richard McCread I love how easy you guys make things
and how well you support your product.
If you or a director friend is attending the Check out the April issue of SBO, with its Today | had a problem, clicked on “"mr.
2013 Conn-Selmer Institute in Misha. . cover article/interview with Charms u. . blinky", got a call back, and a few
.read more .read more minutes later was talking to Keith and

getting the help | need (Thanks to Lori).

2) Entering Charms
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CHARMS Home

OFFICE ASSISTANT

Contact Us  About Charms  Get Trial Features Demo ENTER/LOGIN

Teachers/Helpers

The premiere management
communication, assessment. and
financial system used by
successful programs everywhere

Parents/Students/Members

@ CHARMS WORKS

your mobile device!

Questions about Charms?

Click to Chat Live! wm '

Charms News rezdmoe Our Members rezsmoe Testimonials reed more
Charms at Conn-Selmer Institute this SBO T icle/interview with
week!l! Richard McCread | love how easy you guys make things
and how well you support your product.
If you or a director friend is attending the Check out the April issue of SBO, with its Today | had a problem, clicked on "mr.
2013 Conn-Selmer Institute in Misha. . cover article/interview with Charms u. . blinky", got a call back, and a few
.read more .read more minutes later was talking to Keith and
getting the help | need (Thanks to Lori).
https://www.charmsoffice.com/charms/plogin.asp -
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The Hub is
your portal
(o]
everything
that you
need.

You have
access to
volunteer
signups,
personal
information
change,
financial
records, oR
line
payments
and other
tools.

3.) School Code

J i House budget s out st x YEIMB2013
€« - C [ nttps//www.charmsoffice.com/charms/plogin.asp el =

Enternewbernhsbandas the school code

i-?gj Charms Office Assistant % \_&g Dropbox- NBHS Etudes % ¥ [EJ print screen windows sho) X Y}

Crarms Parent/Student/Member Area

Please EntefAour School Code:

[ newbernhsband

(for 3 demo, please enter "cornchoir“or “ehsband”)

— Need School Code? (4|

4.) The School Hub-Entering your password
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[/ 3 House budgetfays out - x Y E] MB 2013 %Y [ Charms Offce Assistont % \&3 Dropbox- NBHS Etudes  x ¥ [ print screen windowssho. x L NN i
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[SUI | CALENDAR VOLUNTEER NEEDS | = EMAIL DIRECTORS FILES & HANDOUTS

2 1 NEWS ITEM! | [
Enter your password here.
Student Area Password: (Case Sensitive!)

1fhis s th first tme you n%W For newer members, we use the home phong

number on ouffile. For example, 25855
5555 would be 2525555555

| 7\ Lh @ Older students will use their school id numbe|

)/ =

Public Calendar Email Staff Handouts & Files Website

Q' Tentative 2013-2014 Band Calendar

- = . = 1217 PM
iU ., % RS R L b«All 2013

5.) Student Hub -Info, Finances, Calendar, Volunteer, etc.

[/ House budget fays out st x ¥ [E] M8 2013 X [ Charms Office Assistant  x '\ Diopbox- NBHS Etudes % Y. | 1) Charms Office Assistant X YL}

€ > C @ https//www.charmsoffice.com

HOME

PARENT/STUDENT AREA
NEW BERN HIGH SCHOOL BAND
CHRIS ELBING

Notice the many tools
available in the Hub. 2L AENES STEM

EMAIL DIRECTORS FIL

S 4 e

S s
o L
Calendar Event List Volunteer Email Staff  Handouts & Files Website
- w N
- \ 2.}
< N/ i
Finances Forms Collected Absences Inventory

Uniforms
Library

Starthere to enter important information for
our records. It helps usommunicate better.

¢ [&

n

Recording Update Info Change
Studio Password
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5.) Entering/Changing Student and Family Information

|/ House budget lays out st x Y B me 2013 [ Charms Office Assistent  x Y3 Dropbox- NBHS Etudes % Y. |') Charms Office Assistant = YL} [
£ C' 8 nttps//www.charmsoffice.com/charms/parprofileR.asp =
PERSONAL INFORMATION CHANGE PASSWORD

. 1 NEWS ITEM!
Update Student Detail - Chris Elbing | e E

! Chris 's Information

Student 1D 010101 Sex Ml
First Name Chris Locker Combination
Middle Name Birthdate ]
Last Name Elbing Primary Group none
Address Other Groups Marching Band
City, St Zip 4 Instrument/Part: Part 1: Not Assigned
Part 2: Not Assigned
P "
Phone Cell T . . . .
Please fill in any missing information
cell Carrier Select Carier  [x]
E-mail || Adults can be added down below

personal Inslrumenl/l Eﬁ

PMGCECEWGO . Cl. TXITIIES

6) Accessing Financial Information
[ House budget fays out st= x ¥ [] MB 2013 %Y [ Charms Offce Assistont % \(&3 Dropbax- NBHS Etudes % V. ) Charms Office Assitant x L N o i

c & https.//www.charmsoffice.com/charms/parents.asy 1 =

CHARMS OFFICE ASSISTANT

PARENT/STUDENT AREA
NEW BERN HIGH SCHOOL BAND
CHRIS ELBING

Go back to
the home
page by
clicking the

House icon. F

CALENDAF % "~ NTEER NEEDS EMAIL DIRECTORS

EXIT CHARMS

FILES & HANDOUTS

2 1 NEWS ITEM!

m

e Jd W

Click on either the Wallet or $ sign tg
access the Financial page.

Calendar

Finances orms Comectea RDSEnce

Uniforms
Library

|
g [ © [P'}‘
1
s
Rr‘(nrrﬁnq Update Info Change
Studio Password

mG¢B cnDG®" N CEITIZETPTY
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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 azero balance or extra money credits in an account (positive)
C.Trip Ledger Balance How much is owed on major trip

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

E. Fundraising BalanceHow much is owed or has been raised for a fundraiser.

If items such as ticketsave notbeen turned in a Balance wilshow up If money/ticketshavebeen
turned in,a Credit will show

F.Miscellaneous BalanceThis can be several items, such as

1 Extra chargefrom throughout the yeafAllDistrict registration, Concert Uniforms,
shoesgextra glovesetc)

1 Unpaid land fees from the previous year

9 Scholarships or Credits (such as sibtirsgounts)

! ] House budget lays out st= x Y MB 2013 % ¥ Chamms Office Assistant x '\&; Dropbox - NBHS Etudes X L [ Charms Office Assistant ~ x m

&« C' & nttps//www.charmsoffice.com/charms/stufinancesR.asg <=
FINANCIAL STATEMENT TRANSFER REQUEST
r If an item is RED, that meanssisl
; — unpaid or items have not been turned
Trip Ledger Balance Credit | 0.00 |
Fixed Payments Due 275.00 II’] (negat've)
Fundraising Balance Credit 0.00 I

Miscellaneous Balance Credit !

If an item iSGREENt is either
paid off or a positive credit

TOTAL BALANCE DUE

There are no scheduled trips for this student

This is theTOTAlamount Due or Credits
S BRESEEES available. A Credit will look like this$0.50.
Paid Date Item
s emeses=st | This example hasBalance Duef $275.00 P
not paid Marching Band Camp-July 29t
not paid Marching Band No. 1-September 3 50.00 r_j
not paid Marching Band No. 2-October 1st 50.00 | =™
not paid Marching Band No. 3-November 5th 50.00 [’j

Total Fixed Payments Due $325.00

e e~ T (G snEr @ an 220
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8.) Making Online Fixed Payments

Go down to fixed payments and click
on the ones that you want to pay.

Then click Pay Fixed Payments

Step 2

Step 1

This is where you will be taken.
Notice that there will be a 3%
convenience charge (PayPal charge
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