
User Manual 
8th Grade Residency Verification 

 
 
1. Login with your active directory account (MELT ID).   

 

 
 

2. Once you successfully log in, you’ll see the student search screen.  You can 
search a student by ID or name, etc.   A search by a student ID will go directly to 
student demographic screen.  A search by other methods may find multiple 
students, and a matching list of students will show up for further selection.  You 
can then choose and click on the student ID from the student lists, and this 
student’s demographic screen will show up. 

 
 

 
 

 
 
 
 
 



3. On the student demographic screen, you can see a variety of demographic 
information about this student.  On the left-hand side of the screen, you’ll see 
your role and school location.  Only the Admin_Secretary, and the 
Guidance_Secretary in the student’s school can access this application by clicking 
on the Residency Verification link under Data Update.  In other words, you can 
only update a student’s residency verification data if he or she is in your school.  
If the student is not in your school, you’ll get this error message on top of the 
screen: “This student is not currently enrolled in your school!” 

 
 

 
 

4. Residency Verification Data Entry:  This is the main data entry screen.  On this 
screen, you’ll be able to see if DRRA has sent out first letter, second letter, or 
even third letter to the student’s parents regarding the residency verification.   

 

 



 
o If you have just received the residency verification document back from 

parents, you can enter the information here by choosing three drop down 
fields:  Different Address (compare address from screen and address on 
the verification form), Received Date, and Proof of Residency.  If 
mistakes are found, you can click the “Reset” button to clear out new 
changes you have made, and reenter data from scratch.  After checking 
that all fields are correctly selected, click the “Save” button to store the 
information into database.  You can also delete the proof of residency 
record by click the “Delete” button.   

 

 
 

 
Valid “Received Date” is shown in white color, which is a school day that is between 
the mail date of the last DRRA letter and today’s date.  Days shown in red are holidays 
or other non-school days.  Days shown in dark grey are weekends or out of valid range 
days.   

 
 

o If you have not received the residency verification document, and want to 
contact parents and make a log, click the “Add New Contact Log” link.  
Another data entry screen will show up.  You can enter the contact date, 
contact method, and comments.  Clicking the “Save” button will store the 
log information into the database.  Clicking the “Cancel” button will 
cancel the data entry, and you will return to the main screen. 



 
Valid “Contact Dates” in the calendar are shown in white color, which are school day 
between the mail date of the last DRRA letter to the student and today’s date, or proof 
document received date, whichever is earlier.  Days shown in red are holidays or other non-
school days, hence not valid choices.  Days shown in dark grey are weekends or out of the 
valid range of days.   

 
o You can add many contact logs, but limit one contact per day.  You may 

also edit the old log by clicking on the “Edit” button, or remove the old 
log by clicking on the “Delete” button. 

 
 

5. Missing Residency Verification Report:  There is a report available that gives 
you a list of students in your Middle School who have no Residency Verification 
data entered to date.  You can access this report by clicking on the “Missing 
Residency Ver.” link from the left navigation menu.  From this report you can 
easily get to the a student’s Residency Verification data entry screen by clicking 
on a student ID.  By default the students are sorted in Last Name order.  You can 
sort the list as you wish by clicking on the appropriate column header.  The list 
shows 15 students at a time and there is paging functionality to see students lower 
in the list (just click on a page number in the grid of data). 

 



 
6. If you would like to see if the a student is in ESOL or a special Ed program, you 

can click the Indicators link in the left navigation menu.  This may be useful 
information for you to check if  the student’s address in the system is different 
from the proof of residence documents that you have received from the parent. 

 

 


