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How to Access Information in Charms 

 

The Brookings Band Boosters purchased the Charms Office Assistant software, which is an online 

program where you may update contact information and review student ledger (student account) 

balances. We are currently in the process of setting it up to accept online payments through PayPal, but 

we’re not there just yet. 

To access, go to this website: https://www.charmsoffice.com 

 

 

Hover over ENTER/LOGIN and click Parents/Students/Members. 

 

 

Our school code is brookingsband. Type that into the field below, and then click Enter Charms. 

 

 

  

https://www.charmsoffice.com/
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In the Student Area Password field, enter your ID number which was emailed to you. Once you reset 

your password, you will enter that password to log into Charms. In the future, if you need your 

password reset, we can help you with that. 

 

 

You will see icons of many features we are not yet using in the program. The two key features we are 

focusing on are: 

1. Student Info 

2. Finances 

 

Clicking on the Student Info icon will display your personal information where you may update your 

contact information as needed. You may also change your password in this area. 
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Clicking on the Finances icon will display your financial statement.  

In the header of the financial statement below, it shows that this student owes $525.00 on their trip, 

and has a balance of $244.25 on their student ledger. 

If there are any outstanding payments due from marching band season or winter drumline, they will be 

displayed in Fixed Payments Due. 

The profits are entered in a way that they fall into the Miscellaneous Balance line, so please do not be 

alarmed if there is a zero amount in that line. Once you review your entire statement, you should see 

the information you need. 

As always, please ask any questions if you think something does not look correct. 
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To use your student credit toward your payments due, click on the Transfer Request tab.  

The example below shows that the student had $244.25 available to transfer, and they chose to transfer 

$150.00. 

Be sure to click on the Send Request button to complete this transaction. The request will be sent to 

Ron Stary, who will forward to our treasurer, Amanda Hansen. The student and the adults tied to the 

student will be sent an emailed copy of the request. This transaction captures the date of the request, 

so you can ensure that no late fees will be assessed if the transfer request occurs by the due date of the 

payment. 

 

 

If you have successfully submitted the transfer request, you will see the following message displayed. 
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To use PayPal toward your payments due: 

PayPal charges a 3% surcharge for usage so when you click on Make Trip Payment, for example, it will 
ask you for the amount of your payment and will automatically calculate a 3% convenience fee which 
shows up as an additional donation of 3%. 
 
It will then direct you to your PayPal account (or prompt you to set one up if you don't currently have 
one) and you will notice that the amount being charged to your debit or credit card is the payment due 
to us plus the additional 3%. 
 
Once the transaction is complete, you will receive an email confirmation of your payment and you will 
see your payment applied to your student’s ledger in Charms. 
 

 
 
You always have the option of paying by check in order to avoid the 3% fee.  Checks can be dropped off 
in the black box in the band room or mailed to BHS Band Boosters, PO Box 113, Brookings, SD 57006. 
 


