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

eFORMAT Parent Portal User Guide .
successfully create a login account.

Electronic Free or Reduced Meal Application
Tracking {£) New User Registration

Your First Name: Jane

Welcome to the eFORMAT Parent Portal. In just
a few steps, you can create a Free and Reduced
Meal application for your family members. Listed
below are the steps you will need to complete to

Your Last Name: $mith

Email Address: jane.smith@myemail.com

Student Id: 55555

create a Parent Portal account and the steps Student First Name: joe
needed to create an application. Student Last Name: (Smitr] x|
Step 1 Cancel Previous Finish

e To create a parent user account, click
on “New User Registration”.

Step 4
DBS School District ° Enter a user ID for your account.
g - e 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

Step 2 vary, please follow the password rules for your
e Click on the arrow by “l am a” and select district. _ _
“Parent” e Enter a security question that can be
e  Click “Next” used to verify your identity if you need to
reset your password in the future. For
New User Registration x example, the name of your first car or
In order to create a log in you will need to provide your name and your child's Whel’e yOU gl’eW Up
first and last name and student id exactly as it is stored in SDMS. . « . » . .
Please contact the school if you are unsure about his information. L] CI'Ck COnt'nue When a” requ"’ed fle|dS
have been entered.
I'am & || Sefect- -
-Select- =] Log In Information b3
Student Your student information has been verfied.
Parent Please enter the following information to create a user account.
User Id: | JaneSmith2015
Password must contain a number. a lowercase letter, an uppercase letter,
and be between 8 and 20 characters long.
Cancel Mext Password: | seessssesssense
Confirm Password: | ggsssssssssssss
Your Security Question and Answer will enable you to reset your password if you forget it.
Select a question that has an answer that can not be easily figured out by someone else.
Security Question: | Name of first pet
Security Answer: | gee
Step 3 Conm sy ]
e Enter your first and last name. R Cance

e Enter your email address, if any.
e Enter your student’s Student ID number.
e Enter your student’s first and last name.
e Click “Finish” Step 5
e You will now see the site’s login screen.



e Enter your user ID that you created in
Step 4.

e Enter your password that you created in
Step 4.

e Click “Log In”.

DBS School District

‘Welcome to Your Student Data Management System
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Step 6

e 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.

e ltis 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 application.

DBS School District

User: Jane Smith

Welcome to the SDMS Parent and Student Portal
Related Students.

o Loz Mame. i ame Vsl Rame Grute Binpae e
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Add Stucoet

Press buttan or logo below to enter application

e To add additional family members, click
the “Add Student” button.

e If you do not need to add additional
family members, proceed to Step 7.

e Inthe pop-up screen, enter the student’s
Student ID, first name, and last name.

e Click “Continue”.

Add Student X
Student Information

In order to add a student you will need to know the first and last name and student id
exactly as it is stored in SDMS.

Student Id: | 44444

Student First Name: | p|evandria

Student Last Name: [Smithl X ]

| Continue | | Cancel |

e The student will now appear in the list.

DBS School District
User: Jane Smith

Welcome to the SDMS Parent and Student Portal

Press button o [og0 below to enter appiication

[ romar |
Flaaca ba cars you b ol o your ks addor prio o cleking on FORMAT

e Click on the “Contact Info” button.

e You are required to enter your contact
information on this screen before you
can complete an application.

e The address information is required.

e Anemail address is required if you
prefer to receive electronic
correspondence instead of regular mail.

e Click “Save” when all information has
been entered.

[5) Contact Information x
Enter f Confirm Contact Information
Please enter your contact information and preferred delivery method,
Preferred Defivery Method: Emgil =

Address: 1234 Anywhere St

City / State / Tipt. Arycuhere CO ~ || 80000
Email Address: jiane smith@myemaileom

Phone Number: 1212

Save Cancel

Step 8
e You will be returned to the Welcome
screen and are ready to enter an
application.
e Click on the “FORMAT” button.

k[ DBS School District
R Management User: Jane Smith
e

Home  Hep  BLogoat

‘Welcome to the SDMS Parent and Student Portal
Related Students
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Prass button or logo below to enter application
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e Click the button next to “Create New
Application”.
e Click “Continue”.



[= Select Application

Select Application

Select the application you want to work on. Or select Create New
Application to start entering a new one.

Create New Application

Continue || Cancel

Step 9

e In this step, you will see all patrons who
are part of your family.

o Checking the box next to the name will
add them to the new application you are
creating.

e Click “Next”.

= New Application

Students

to the application.

If you are completing an application for other students that are not directly certified you

can add the direct certified students as a family member to the application so they are
included in your family size.

71 Joe Smith

7| Alexandria Smith

Cancel Next

Step 10

¢ In this screen, you will see your hame
listed, as well as additional guardians or
members of your family that were
included on prior applications.

e Your name is checked by default.

e You will need to check any additional
members you would like to be included
on the application.

e Click “Next”.

[E) New Application
Students The following peaple are guardians or are on the previous application as members of

the family. Check those that you want te add to the application.
‘ Members

Cancel Previous Next

The following students are listed as part of the family. Check those that you want to add

Step 11

e This screen contains required
information for each student and
member.

o |f the student receives any type of
assistance, use the drop-down to
choose the type or choose “None of
These”.

e For the assistance type, you must enter
your case number.

o All fields must have a response to
proceed to the next screen.

e You will be required to fill out the
information for each member listed on
the left side of the screen.

e Click “Next” to proceed through each
student’s screen.

5] New Appication
o sem

e The member screen requires a
response to assistance type and
income.

o |f a member receives any type of
assistance, use the drop-down to
choose the type or choose “None of
These”.

e If you choose “Yes” for the assistance
type, you must enter your case number.

e If any member has income, click “Yes”
by “Earns Income”.

e You must enter the amount and
frequency for at least one income
category.

e You must choose how frequently you
receive the income: weekly, every two
weeks, monthly, or annually if that
option is available.

e All fields must have a response to
proceed to the next screen

e Click “Finish” when all information for all
members has been entered.
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e The screen displays the required
statements associated with your
application process.

e The contents of the screen are listed
below for your convenience.

¢ Read the entire disclosure and click
“Continue” when finished.

Step 13

e The next screen contains detailed
information on how to correctly report
benefits and income, along with a
detailed definition of each
benefit/income type.

e The contents of the screen are listed
below for your convenience.

e Click “Continue”.

Step 14

e In this screen, your students are listed
and show the Free and Reduced
options that you selected in the
members’ screens in Step 11.

e If you wish to change any information,
click on the Pencil icon next to the
appropriate student’s name.

TORMAT T row R fphcaion Processig
“This appiication Is not signed
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e In this screen, you can edit your
student’s information.

e Make any desired changes.

e Click “Update” to save your changes.

o If you need to edit another student, click
on the Pencil icon and repeat these
steps.

e If you need to add an additional student
to the application, click the “Add
Available Student” button.

FORMAT -Free and Rechced Applicaicn Processing
This application s not signed

s || cantnue

e The pop-up box will list any student that
is a family member or was included on a
previous application.

[=] Add Additional Students X
Available Students

Joe Smith

| Add Selected |

e Click the checkbox next to the student’s
name to be added to the application and
click “Add Selected”.

e The newly added student will now
appear in the list.

e Click “Continue” when all changes are

complete.
Step 15
e On this screen, your members are
listed.
e To edit an existing member, click the
Pencil icon.

e Repeat the steps you followed in Step
14, being sure to click “Update” when all
changes are complete.



e If you need to add an additional e You will need to enter the last 4 digits of

member, click the “Add Application your Social Security Number or click the
Member” button. checkbox “No SSN/Not Applicable”.
S— e Choose the language, English or
g e Spanish, you prefer to receive
e s g [ correspondence in that will be

generated from this application.

e You will enter the password you
specified for when you registered for
your account.

e When all information has been entered,
click “Sign Application” to complete the
process.

e On the edit screen, enter the first and
last name of the member.

e Enter all required information including
choosing the assistance type. s e

e Enter income information if you choose : :
“Yes” by “Earns Income”.

e Enter the amount and frequency of the
income.

e Click “Insert” to add the member to the
application.
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Step 17
e If your school district uses disclosure
choices, you are given the opportunity to
select them in this screen.
e By checking Opt-In beside a program,
you are allowing meal status information
to be disclosed to that program.

¢ You will now see the newly added e You can check Opt-In in the title bar to
member in the list of application select all programs at once.
members. e To use these same disclosure choices

¢ Click “Continue”. for all students on the application, check

the box highlighted in red below.
e Click “Save” when completed.

FORMAT - Free s Roduoed ApphcationPrcessing [=] Disclosure Choices
This appiication is not signed.

The informatian you give on the Confidential Application for Free or Reduced Price Meal is only used to determine your student(s) efigibility for
Free o Reduced Price meals, The information may alse be used to determine your student(s) eligibility ta receive benefits for other pregrams. For
the following programs we must have your permission to share your information.

etn- = G Conguical pleting this form will not your student(s) get free cr reduced meals
p o o Completing this waiver is NOT A REGUIREMENT for participation in any school nutrition program.

Please indicate the programs you would like to share information with by selecting the check box by the program. If you wish to share with all
programs you and check the bax labeled Opt In,

Student Name:; Alexandria Smith

I | Check this bex if you would like to use these choices for the remaining students on the application I

e Name Description 7 Optin
| Activiy Fees Actiity Fees v
AP Exams AP Exams v
Athletics Athletics v

Step 16
o |If all students and guardians have been
added to the application, you are now
ready to electronically sign the
application.



Step 18 Created....” and click “Continue”. Refer

e You will now see the Confirmation to Step 12.
screen which shows that you have e If you choose to review a signed
successfully signed your application. application, check the button next to
¢ At this point, the application is complete. “Application Signed...” and click
e If your district uses Disclosure Choices, “Continue”. Proceed to Step 21.
you can download the Disclosure Letter e Click “Cancel” to exit the screen and
which will indicate what programs you return to the Welcome screen.

chose to Opt-In for each student on the
application by clicking the “Download
DISC|OSUI’e” I|nk Select Application

° You can download the Determ InatIOI’l Select the application you want to work on. Or select Create New

. L . Application to start entering a new one.

Letter which will indicate the students N
. . . () Application Signed On: 7/23/2015 9:58:00 AM
InCIUded on the appllcatlon’ the meal () Application Signed On: 7/23/2015 9:47:00 PM
status for each student, and contact ) Application Created On: 07/24/2015 0837 AM
information if you have any questions or ) Create New Application
issues about your students’ benefits.

Select Application

FORMAT - Free st Reksad Applcntion Processiog
Application Signed:7/21/2015 At 0257 PM
Toursppicron 4 0 T e o 4 o ppcsbon e,

| Continue || Cancel |

e Click “Logout” to end your session.

e You will be prompted to open or save e —
each letter. o=
— : — — — ‘ ‘Welcome to the Pd ‘Student Portal
~ == = = — =
Step 19 Lo Press button or logo below to enter application
e To return to the Welcome screen, click e

the “Home” button.

E oo DBS School District
‘Management User: Jane Smith
S

ome  Wep B iagout

o If the application has been signed, you
Welcoro t s SDMS Paren nd SudontPort will see the screen displayed below.

Stk [ T [T [ Sraae Sk Bule School

ssess S Jon e rantt 0B Praschool =
Current lication Information
e s e ® ez 8 Moe senant Ave
hdd Student Application Id: 4079 Entered By: Jane Smith Print Application
Presa buton or logo below o enter application Status: Signed By: Print Determination
i — Last 4 SSN:

Welfare | Pension | Other | Other | Assistance Case
Inc Inc Inc | Source T Number

Name Income

Status | Reason

Step 20 4sads omin o F o dcome Nene MNome  None  Mone Mane  Nome None
° If you want to create a new app|icati0n w55 smin F Income None None  None  None Nome  Nonme None
or view the signed application you just e | imome | Welreinc [ Pmionnc Ot [”mionc Type[Co o
com pletEd click on the FORMAT Smith, Jane $100.00 Weekly $100.00 Monthly None None None None
button. | Dediine Benefits || Cancel |

e The screen will list all applications and
give you the option to create a new
application.

e If you choose to create a new
application, check the button next to
“Create New Application” and click
“Continue”. Refer back to Step 9.

e If you choose to continue an application
that you created, but did not sign, click
the button next to “Application

e This screen shows all students included
on the application, their determination
status, and income related data.

e You can print the application by clicking
on “Print Application” in the upper right
hand corner of the screen.

e You can also print the Determination
letter by clicking on “Print



Determination” if you did not print it in
Step 18.

e You can decline the benefits provided
on this application by clicking the
“Decline Benefits” button. This will
cause the application to be disregarded
when determining the student’s meal
status.

e You will be required to submit a new
application to re-apply for benefits.

Password Recovery
o If you forget your password, you can
click “Password Recovery” from the
main login screen to start the reset

process.
Student
b - DBS School District
Systorn
ome e
Welcome to Your Student Data Management System
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Login

e You will be prompted to enter your user
ID you created in Step 4.

[7] Password Help x
huﬂrmmﬂwmdwﬂmﬂmmnw muﬁr’m_
Hot all users will have entered this information.
I you know your answer enter your User Id below and click Continue.

User b | laneSmith2015

Continue Cancel

e Once your user name is confirmed in
the system, the next screen prompts
you to answer the security question you
created in Step 4.

¢ You can then enter your new password.

[ Password Help X

Your user was located.
Please answer the question below and select a new password.

User ld: | JaneSmith2015
Question: |Name of first pet
Answer: | gas
Confirm Answer: | gne:

Password must contain a number, a lowercase letter, an uppercase letter,
and be between 8 and 20 characters long.

Confirm Password: [ywseswesassssssssy )

Continue Cancel

e If you have entered the correct
information, clicking “Continue” will take
you back to the site’s login screen.

e Enter your user ID and newly created
password to access the application
Welcome screen.

Sdent
@@‘ anagemert DBS School District oo:t DBS
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Home Help
Welcome to Your Student Data Management System
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