
  

Forms - Parent Portal User Guide 
Data	  Collection	  Made	  Easier	  

Welcome to Forms on the Parent Portal. In just a few steps, you can fill out all forms 
needed for your student’s activities. 

Step  1     
• To create a parent user account, go to https://southwest.sdms2.com/ and click on 

“New User Registration”.  

 

Step  2  
• Click on the arrow by “I am a” and select “Parent”.	  
• Click “Next”.	  

 

 



 

 

Step  3  
• Enter your first and last name. 
• Enter your email address, if any. 
• Enter your student’s Student ID number.  
• Enter your student’s first and last name. 
• Click “Finish” 

NOTE: You must enter your student’s Student ID, first name, and last name exactly as it 
is recorded in the Student Information System to successfully create a login account.  

 

  

Step  4  
• Enter a user ID for your account. 	  
• Enter a password which meets all the following requirements: 	  

o The password must contain a number	  
o The password must contain a lowercase letter	  
o The password must contain an uppercase letter	  
o The password must be between 8 and 20 characters long	  

NOTE: As the requirements for passwords may vary, please follow the password 
rules for your district. 	  

• Enter a security question that can be used to verify your identity if you need to 
reset your password in the future. For example, the name of your first car or 
where you grew up.	  

• Click “Continue” when all required fields have been entered.	  
	  
	  



	  
	  
	  
	  

 

Step  5  
• You will now see the site’s login screen.  
• Enter your user ID that you created in Step 4. 
• Enter your password that you created in Step 4. 
• Click “Log In”. 

 



Step  6  
• The Welcome screen you are viewing now lists the students that are related to 

you in SDMS. The child listed as part of the enrollment process is listed.	  
• It is important to be sure all your family members are listed on this screen. If they 

are not listed here, you will not be able to include them in the FORM.	  

	  

• To add additional family members, click the “Add Student” button.	  
• If you do not need to add additional family members, proceed to Step 7.	  
• In the pop-up screen, enter the student’s Patron ID, first name, and last name.	  
• Click “Continue”. 	  

	  

• The student will now appear in the list.	  

 



Entering  a  Form:  Step  7  
• On this screen, you will see your students listed. 	  
• To access Forms, click the “Enter Forms” button. 	  

	  

 

	  

 

Step  8  
• On this screen, you will see each of your students listed. 
• To access a student’s forms, click on their name.  
• You will also see links to access the Student Programs Forms Processing Guide 

and the Process Instructions. 
• Clicking on the question mark icon next to “Student ProgramForms” gives you 

instructions as well. 
 

 

 



Step  9  
• Select the program needing forms filled out.	  
• When your selection is made, click “Fill Out Forms”.	  

	  

Step  10  
• After clicking the “Fill Out Forms” Button, you will see all forms listed that need to 

be filled out.  

Step  11  
• The form will be auto-populated with the information from the student’s SDMS 

record, including name, address, grade, etc. Please verify all information and 
make changes as needed. 

• Required fields are denoted by a red asterisk *.  

 

• There are free-form text fields in the form that will allow you to enter needed 
information for your student. For example, under Health Information, you can 
enter information regarding any medications your student needs, preferred 
hospital information, etc.  



 

 

 
 

• When the forms are complete, click “Save and Mark Complete”. 

 
 

• If you need to save the form until you have further information, click “Save”. 
• All program forms will be listed in the box “Students with Forms in Progress”. 

Once you have completed the form, click “Save and Mark Complete”. 
• At any time, you can click “Save” or “Back to Programs List”. 



  
	  

Step  12  
• When all forms are complete for your students, click “Sign Completed Forms” in 

the “Student(s) with Forms in Progress”.	  
• This brings up a dialog box where your initials will be entered to confirm your 

electronic signature. 	  
• Click “OK” then “Submit Forms”. 	  

	  

	  


