
Using your Community Music School  

Teach Works account 

 

  Your Teach Works account will allow you to: 

 

 View all of your family’s scheduled lessons and classes in calendar and list views 

 See account and lesson total balances 

 Receive reminders via email and or text before each lesson 

 Request a scheduling change 

 Receive lesson notes and lending library from your teacher 

 

Teach Works does not replace your online registration.  Rather, it provides a way for you, your teacher, 

and the CMS office to view and share lesson scheduling and attendance information as it occurs.   Let’s 

take a quick tour of the new system so that you’ll be able to get the most out of this helpful scheduling 

assistant! 

  

Logging in  

You’ll receive a welcome email and an email to confirm your account.  Follow the instructions to 

complete your account, and then bookmark the login page.  We’ll also provide a link on the CMS website 

under our new section heading for registered students.  Each email you receive from Teach Works will 

also contain a link back to the login page. 

  

 



Calendar 

Your calendar shows all upcoming and past lessons.  Lessons will be marked at “attended”, “missed”, or 

“cancelled” by your teacher.  Missed lessons count towards your lesson total.  To avoid missed lessons, 

be sure to reschedule at least 24 hours in advance.  Your lesson reminders will arrive exactly 24 hours 

before each lesson. The calendar will also display holiday closures, and group classes such as music 

theory, special workshops, and recital hours.  

 

 

Account and Lesson Balances 

Click on the “Billing” tab to see the number of lessons you’ve purchased, the number scheduled on the 

calendar, used, and unused lessons.  Students registering for the full semester, but paying in 

installments will see only lessons paid for on the calendar.  The CMS will send reminders to pay when 

your lesson balance drops to 2 unused lessons. 

 



Receiving Lesson Reminders 

You can turn on/off your lesson reminder options by editing your Profile page.  

 

 

Click on “Edit” to change your primary contact email, phone number, or change your notification 

settings.  Your account will default to having email and text reminders turned on.   

 

 

Requesting a Schedule Change 

One of our favorite parts of this system here in the CMS office is knowing that families and teachers will 

be on the same page when it comes to lesson totals, attendance plans, and rescheduled lessons.  To 

reschedule a lesson, see the CMS desk attendant while you’re at the school, or submit a lesson request 

through Teach Works. Fill out the boxes using the drop-down option including the time you’d like to 

make up the lesson, then use the “Comments” box to let us know which lesson you can’t attend and 

give other make-up information as needed.    

 



 

 

Receive lesson notes and lending library from your teacher 

Lesson notes are emailed through Teach Works by your teacher after every lesson.  Items borrowed 

from your teacher can be seen in the lending library tab.  You’ll receive a reminder via email when the 

item is due back.  

 

 


