
Getting Started With Realm

log in
update personal information
edit privacy preferences
browse ministry groups
subscribe to the online calendar
and manage pledges and contributions

Learn How To To access Realm from your phone,
download the app in your app store. 

To access Realm from your computer,
visit www.onrealm.org/stjamesleesburg



Join via Invite
Your invite email will look like this:

Click this link!



Only 3 of 5
required!

Realm’s Password Rules:

Create a Password

Your password must have at least 8 characters
and meet 3 of  these 5 requirements:

an uppercase letter
a lowercase letter
a symbol (!, @, #, and so on)
a number
15 or more characters

Your password must not have:
repeating characters
sequences (abc, cba, 123, or 321)
any part of your email address

sequences includes
repeated letters



Join via Direct Link
In your browser, go to
www.onrealm.org/stjamesleesburg

or scan the QR code 
with your phone camera



Request an Account

The more information you give, 
the easier it is to match

your account to your profile!

If  you accidentally clicked “Sign Up”
instead of “Sign In”,

just click here to access the login page:

email address
name (first and last)
birthday
preferred phone (and what type!)



Sign In

email address
password

Other Security Options
code to text message
computer passkey

Other Sign-In Options
Google account
Apple account
Microsoft account

Standard Sign-In



Click your name in the top corner
Then click “My Profile” on the drop down

Accessing Your Profile



Click a family member’s name to
access their profile, including the
ability to edit their information!

Your Profile
Your name >

Profile picture >

Your contact info >

Your personal info >

Ministry groups
you have joined >

Serving teams you
have joined >

Profile actions >



Add a summer  or
secondary residence

address here!

Note: Changing your  primary email or
phone number may impact your login!

Contact Information
name / preferred name
address
phone number(s)
email address(es)



Let us know if  you
want physical giving

envelopes here!

Personal Information
birthday
gender
marital status
allergies
interests
skills



Use the “Custom”
setting to control
individual fields

The online directory is not currently complete.
Please help us by updating your Privacy settings!

Privacy Permissions

Contact information includes
address
phone
email

Personal information
includes all fields on your
personal information
profile page

For Directory Information



The Menu
News

new upcoming events
group activity

Communications
group chats & messages

Events
events you are registered for
upcoming group events

Giving
manage giving and pledge

Groups
groups you participate in
explore new groups

Serving
see current team schedules
explore new teams

Dicrectory
Visibility is currently set to
only names of clergy and
parishioners.

Please help us complete the
directory by updating your

Privacy settings!



Events
My Events

All events both upcoming
and registered

All Events
only events from groups
can filter by group

Shared Calendars
subscribe to specific
group calendars

To see your child’s group
events, select their group
on the “All Events” tab.



Subscribe to Calendars

view the calendar in your
browser
click “Add to Calendar”

There are two places you can subscribe
to various group calendars:

Events
a group page > info tab

Click to open the calendar

This will give a link you can
copy and paste into your

Apple, Google, or Outlook
calendars. It will auto-

update with any changes or
new events every evening.



You can now complete your pledge card online!

Giving
make new gifts
see upcoming gifts
print giving statement
see giving history
see envelope number
see payment methods



Pledging Online



A note about processing costs:
Standard card and ACH costs apply to

online gifts. You may chose to cover
these costs for us!

CC is 3.5% and ACH is 1%

Online Contributions
This is the same form for

giving Pledge, one time, and
setting up a recurring gift.

amount
one time or recurring
set frequency

Click “Continue”
check to offset processing costs
enter card or bank (ACH)
information

Click “Give”



Groups
Your Groups
Your Children’s Groups
Find Groups

On the specific group page
news
participants
files



Group Categories
Classes

Bible Studies
Confirmation Classes

Community & Service
DotK & ECW

Leadership
Vestry, Finance, Budget

Prayer & Support
Grief Support

St. James Network
General Parish Calendar
Monthly Financials Distribution List

Music
Choirs, Ukulele



Serving

Days / Dates
Skills & Interests

Your Serving Profile Set general week days available
or add specific dates you are

unavailable



Serving

serving frequency
set preferences per team

Role Preferences

These preferences appear on the
team leader’s scheduling page!



View other serving teams on the
Browse by Team tab

Serving

shown on the Serving page
click “See All” to expand the list

Your Assignments

click on a Team name to access
the team page
see news, files, teammates, and
schedules

Your Teams



Directory
Search for specific names
or scroll and look
alphabetically

Realm prefers partial
searches like this:See the name-only vs

name with contact info?

Set your Privacy settings to add
your information to the directory!



Getting Started With Realm

finance@stjames-leesburg.org
352-787-1981

Bethany Trees
To access Realm from your phone,

download the app in your app store. 

To access Realm from your computer,
visit www.onrealm.com/stjamesleesburg/
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