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Overview:

This guideline is written in support of the State Board of Technical and Adult Education policy governing Warranty Claim Students.  Please reference State Board Policy Code: 04-01-05 and associated Administrative Guide Code: AG04-01-05 when identifying Warranty Claim Students.  These documents can be found on the DTAE website http://www.dtae.org/dtaepolicy/menu.html in section IV, I.

Per Administrative Guide Code: AG04-01-05, Technical Colleges are required to complete a warranty claim report.  A copy of the report will be given to the Commissioner, Department of Technical and Adult Education.

Warranty Claim reports will be combined with the end of quarter enrollment reports.  Colleges will utilize the same timeframe and deadlines for reporting Warranty Claim students as is used in reporting credit student enrollment.  Colleges will use the online Warranty Claim form and Banner to successfully report students to DTAE.

Regardless of how many hours of retraining a student receives, all Warranty Claim students must be entered into the online data collection form using the instructions specified in the ‘Online Reporting’ section below.  Additionally, if a Warranty Claim student is retaking a whole course or series of courses they must also be entered into Banner using the ‘Banner Reporting’ instructions below.  

If a college has no Warranty Claim Students for a quarter, they must still complete a report using the ‘No Warranty Claim Students’ instructions.

Online Reporting:

The Online Warranty Claim form can be accessed from the Data Center web site via secure Level 2 login.  The Security contacts from your school control access to the password.  To find out who your Security contacts are, review the “MIS Contacts” link on the KMS home page.  If you have any problems, please email the Data Center Help Desk datacenter@dtae.org. 
To ADD a new record:

1. Go to http://kms.dtae.org
2. Log on using your Level 2 username and password

3. Once you are logged on, click on the "Warranty Claims" option in the College Applications box which appears on the home page

4. Select the Term (defaults to the current term)

5. Click the RED ‘Plus’ image to add a student record

6. Fill in all fields:

a. Contact Person or provider of additional training

b. Social Security Number of student being retrained

c. Name of student being retrained

d. School student graduated from

e. Major Code and Program Name of program student graduated from

f. Date of graduation

g. Date the retraining request was received by the college

h. Identify the person that requested the retraining (employer/student name)

i. Nature of retraining (select from list)

j. Number of hours of retraining or additional training

k. Identify the outcome of the activities

l. Additional Comments

7. Click the ‘Process Warranty Record’ button

To UPDATE an existing record:

1. Go to http://kms.dtae.org
2. Log on using your Level 2 username and password

3. Once you are logged on, click on the "Warranty Claims" option in the College Applications box which appears on the home page

4. Select the Term (defaults to the current term)

5. Identify the student record that you want to modify and click on the ‘Modify – Pencil Icon’ link for that student record.

6. Modify any of the following fields:

a. Contact Person or provider of additional training

b. Social Security Number of student being retrained

c. Name of student being retrained

d. School student graduated from

e. Major Code of program student graduated from

f. Date of graduation

g. Date the retraining request was received by the college

h. Nature of retraining

i. Identify the person that requested the retraining (employer/student)

j. Number of hours of retraining or additional training

k. Identify the outcome of the activities

l. Additional Comments

7. Click the ‘Process Warranty Record’ button

To DELETE  a record:

1. Go to http://kms.dtae.org
2. Log on using your Level 2 username and password

3. Once you are logged on, click on the "Warranty Claims" option in the College Applications box which appears on the home page

4. Select the Term (defaults to the current term)

5. Identify the student record that you want to delete and click on the ‘Delete – Red X Icon’ link for that student record.

6. Click ‘OK’ to continue with delete or ‘Cancel’ to cancel operation.

Banner Reporting:

Warranty Claim students that retake one or more courses must be entered into Banner using the following guide.  These students must also be entered into the online form.

Scenario 1:  If the student is returning to college as a Warranty Claim student only (student is not taking any other credit courses):

· Assign student an Admit Type of "28" (Special Readmit)

· Assign student a Student Type of "R" if they are a Returning Student or “T” if they are a Transfer Student. 

· Enter the Major Code for the program they are retaking

· The course that they are retaking should have a Registration Status Code of "WC" (Warranty Claim)

· Financial Aid will use "EXWA" (Exemption-Warranty) as the payment Detail Code for the student's charges

· Student will receive a grade of “AU” (Audit) for the Warranty Claim course work.

Scenario 2:  If the student has returned to continue their education and they also return on a Warranty Claim during the same quarter (student is taking other credit courses in addition to the course they are retaking under Warranty):

· Assign student an Admit Type, Student Type, and Major code that reflects their new, continuing education information - not the Warranty Claim data from scenario 1.

· The Registration Status Code for the warranty course should be a "WC" (Warranty Claim). 

· Financial Aid will still use the "EXWA" (Exemption-Warranty) detail code if applicable, i.e. if the student is taking 5 hours of regular credit enrollment and 5 hours of warranty enrollment, they may pay cash for the first 5 hours and the warranty claim exemption would cover the second 5 hours.

· Student will receive a grade of “AU” (Audit) for the Warranty Claim course work.

No Warranty Claim Students:

It is required that each school complete the Warranty Claim report quarterly, even if you have no students to report.  Follow these steps to complete the report:

1. Go to http://kms.dtae.org
2. From the KMS home page, log on using your Level 1 or Level 2 username and password

3. Once you are logged on, click on the "Warranty Claims" option in the College Applications box which appears on the home page

4. Select the Term (defaults to the current term)

5. Click the ‘No Student Records for this term’ check box – blank contact fields will appear.

6. Fill in required contact information

7. Click the ‘Update Warranty’ button and you are finished
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