
CHARMS ASSIGNMENT
Complete by Monday, 8/26

100 points!

Charms is a web-based management system for music teachers. One of the great features of 
Charms is its ability to make it easy and efficient for me to communicate with you via email, text, 
and other means. All students have an account and need to complete their personal information. 
Please know that your privacy is a priority — no one but Mrs. Bartell will be able to see your 
information. 

Follow these easy to follow, step-by-step instructions very carefully to complete the 
assignment.  Screenshots are provided to help you.

1. Go to www.charmsoffice.com and click the “LOGIN” button at the top right. 

2. Locate and select the “PARENT/STUDENT/MEMBERS LOGIN” section from the 
dropdown menu.



3. You will then be prompted to enter your School Code. Enter BJHBand and click 
“ENTER CHARMS.”

4. Next you will be prompted to enter your “Student Area Password.” If this is your first 
time logging into Charms, your password is the same as your ID number.  

*Helpful Hints*

a) Your ID is your first initial (capitalized) followed by your full last name (with the 
first letter capitalized). Ex. GBartell

b) If you have the same first initial and last name as someone else in the band 
program, the above may not work.  Try entering your FULL first name and 
last name (first initials capitalized). Ex. GlendaBartell

c) If you are an 8th grader, you may have changed your password last year.  If so, 
enter that password.

d) If you are unable to log in, email Mrs. Bartell at gbartell@bousd.us and she will 
reset your password.

mailto:gbartell@bousd.us


5. Once you are logged in, you will be prompted to change your password.  Please 
make a note of your password somewhere because you will need it to log in 
again in the future.

6. Once you have changed your password, you will be taken to the main student 
screen. At the top, next to the Home icon, you will see a Student Info icon. 
When you click on this icon, you will see a submenu pop up below it.  Click 
on “Personal Information.”

7. You will be taken to the Personal Information screen. Fill out ALL information on this 
page with your own personal information, NOT a parent’s information. 

a) Do not leave cell phone or home phone blank unless you do not have a phone. 
You DO need to fill out “cell carrier” if you have a cell phone! 

b) Again, for email, fill in your personal email address, NOT a parent email. DO 
NOT USE YOUR SCHOOL GMAIL—it is not compatible with Charms. 

c) Make sure to enter your t-shirt size—this will be used to order your music t-shirt. 
Enter an adult size as our music shirts do not offer youth sizes.

d) If a field does not allow typing, do not worry about filling it out. 

e) Make sure to click the green “Update” button at the top right when you are 
finished!



8. Once you are finished entering your information, click the “Add New Adult” button on 
the bottom left.

9. You will be taken to the to a parent information screen. Please fill out all PARENT 
INFORMATION.  

a) Again, please list parent’s phone numbers and emails, not yours. You may want 
to have your parent fill this out themselves to ensure accuracy. 

b) You may leave Occupation/Skills, Drivers License, and Date of Birth blank. 

c) Make sure to click the green “Update” button when you are finished.

d) This process can be repeated to add another adult if you like.  Just click “Add 
New Adult” at the bottom. Only one adult is necessary.



10. You have now finished the assignment!  There is no need to print anything or turn 
anything in.  Mrs. Bartell will be able to log in to see all students’ updates.

11. Now you can play around and explore the home screen for more resources.  We will 
be using other features this year, so stay tuned!

***IMPORTANT NOTES***

- If you are in 8th grade and completed this process last year, you will need 
to change something in order for it to show in my account that it has been 
updated so you can get credit for this assignment. If nothing needs to be 
changed, delete something, save, re-enter, and save again.  This will 
ensure that I know you have updated your account.

- If any of your information changes during the school year, it is your 
responsibility to log into your account and make necessary changes so 
that you continue to receive my communication.

Thank you for helping Mrs. Bartell to communicate effectively with you!!!


