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This guide provides the procedures for entering, removing, and verifying
Reserve members’ Electronic Based Distributed Learning (EBDL)
courses (previously known as correspondence courses) authorized by
COMDT (CG-R55) in Direct Access (DA).

(a) Reserve Policy Manual, COMDTINST M1000.28 (series)

(b) ALCOAST 556/09: Reserve Retirement Points Awarded for the
Completion of Non-Coast Guard Correspondence Courses

(c) Reserve Component (RC) Use of Electronic-based Distributed
Learning (EBDL) Methods for Training, COMDTINST 1500.7

Per references (a) and (c), Reserve members may earn retirement points
for satisfactory completion of correspondence courses that have been
evaluated for retirement point credit by Commandant (CG-R55), or
Commanding Officer, USCG Education and Training Quota
Management Command (ETQC).

The Office of Reserve Affairs, Plans and Policy division, CG-R55, has
approved a list of Non-Coast Guard courses and determined the
appropriate compensation for each course. Compensation shall be in the
form of Reserve Retirement Points.

The list of approved courses may be found at:
https://www.reserve.uscg.mil/Resources/Electronic-Based-Distributed-
Learning-EBDL-/.
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Entering Electronic Based Distributed Learning (EBDL)

Courses

Introduction

This section provides the procedures for entering a Reserve member’s
EBDL courses (previously known as correspondence courses) in DA.

Before You ¢ Only EBDL courses completed on or after 25 September 2009 and are
Begin authorized by COMDT (CG-R55) for points and/or pay are to be
entered into DA.
e Users must have the CGHRS role to enter courses in DA.
e The current approved EBDL courses authorized by the Office of
Reserve Affairs are posted on the COMDT (CG-R55) web page for
reviewing prior to entering any courses for points and/or pay in DA.
Procedures See below.
Step Action

1 Click on the AD/RSV Payroll Workcenter tile.

ADI/R SV Payroll Workcenter

Continued on next page
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Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
2 Scroll down the Payroll Requests list and select the EBDL Completion option.
C &
w Links
Payroll Requests o

Advance Liquidation Schedule

Advance Pay

Approved Absence Corrections
Assignment Incentive Pay
Assignment Pay Request
Balance Adjustment

Cadet COMRATS

Cadet ICA

Career Sea Pay on TDY
Career Sea Pay Premium
Career Sea Time

Career Sea Time Override
Civilian Clothing Allowance
Combat Tax Exclusion

Diving Duty Pay

EBDL Completion

Continued on next page
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Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,

continued

Step

Action

3

Enter the member’s Empl ID and click Add.
Add Action Request

[ Add a New Value

*Empl ID |1234567 Q

Empl Record | 0Q

Add

The Submit EBDL Completion page will display. Using the lookup, locate the

appropriate Course code.

NOTE: To narrow the search results, click Advance Lookup and in the
Description field, type in a letter that fits your course name.

/Action Request
Submit EBDL Completion
Patty, Peppermint

Request Details
Course: l al

Completion
Date:

Get Details

Request Information
Course
Description:

Pay:

Points:

Comment:

/ 4
Withdraw /

Resubmit

Look Up Course X
Help
Course Code | begins with v‘ ‘ |
Description | begins with xg v |
Cancel Basic Lookup
Search lts
View 100 6of6 v
Look Up[Course x |~
Status as ez
I EEEE— 3 Course of Descripti ;[;:t -
Search by | Course Code V‘ befiins with “ Code  Effective DesCription h
-— Date ar
(2)
[ Cancel “Ad\’anc!d Lookuy 000176 Active YEOMAN FIRST CLASS 3
Search Results 000175  Active YEOMAN FIRST CLASS PERFORMANCE | 5
Only the first 300 results can be displayed. X
000275  Active YEOMAN SECOND CLASS 34
View 100 -300 of 300 ~ 000375  Active YEOMAN THIRD CLASS 26
000376  Active YEOMAN THIRD CLASS 7
User
Status .
Course as of Text 001375  Active YN3 A SCHOOL COURSE 26
active Description - 254

Continued on next page
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Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued

Step Action
5 e Completion Date — Enter the date from the course completion certificate or
notification letter.
e Pay — Using the drop-down, select Yes or No (see the chart below).
Click Get Details.
The Request Information section will populate based on the criteria entered in
Step 4. Verify this information matches the course completion certificate or
notification letter.
Action Request

Submit EBDL Completion
Patty, Peppermint

Request Details

Course: ‘000175 Q ‘
Completion 02/05/2024

Date:

Pay: I NO .,I

Get Details

Request Information

Course YEOMAN FIRST CLASS PERFORMANCE
Description:
Points: 5
Comment: ‘
é:
Resubmit Withdraw
If Then
EBDL course for | NO (most EDBL courses are for Points Only)
Points Only

EBDL course for | YES, Ensure the following:

Pay and Points e The course is approved for pay,

e The completion certificate has been provided, and

e A Command memorandum for the mandated course
has been received.

Continued on next page
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Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued

Step Action

6 Enter reference information used for validating the course completion in the
Comment block. When finished, click Submit.
Action Request

Submit EBDL Completion

Patty, Peppermint

Request Details

Course: ‘0001?5 Q ‘
Completion “

Date: —

Pay: ‘ NO v‘

Get Details l

Request Information
Course YEOMAN FIRST CLASS PERFORMANCE

Description:
Points: 5
Comment: Member completed extra training for Points only.
g
Submit Resubmit Withdraw

Continued on next page
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Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
7 The Reserve member must be in SELRES, IRR, or ASL as of the course

completion date. If the member was on Active Duty orders at the time of the
course completion, they may not receive points/pay for completing the course
and this error message will display. Click OK.

Member must be in SELRES, IRR, or ASL as of Course Completion date. (30003,151)

Flease validate member's current job record.

OK

1
Work Location | Job Information ‘ Job Labor | Payroll } ‘ Falary Plan ‘ Compensation
Peppermint Patty Empl ID 1234567
Employee Military Service plRecord 0
Payroll Information (2 i Q I Tof 89 v‘ ‘T‘ |T‘
Effective Date  y4,16/2024 Go To Row
Effective Sequence 1 Action  Transfer
HR Status Active Reason Reserve Order Begin
Payroll Status  Active Job Indicator  Primary Job Current o
Payroll System  Global Payroll
Global Payroll
[Pay Group _uscs usch Active Duty |
Setting Holiday Schedule CGWIDE CG Wide Holiday Schedule
Use Pay Group Eligibility Eligibility Group RSV SHORT2 ADT <140 days, ADOT <181 days
Use Pay Group Rate Type Exchange Rate Type
Use Pay Group As Of Date Use Rate As Of

Once the EBDL completion has been submitted, the action request status will
update to Pending and be forwarded to the SPO tree for approval.

Submit Resubmit Withdraw
Request Status:Pending @View/Hide Comments
1
Pending

Multiple Approvers
(D) CGHRSUP for User's SPO

Comments

Peppermint Patty at 02/07/24 - 2:19 PM
IMember completed extra training for Points anly.
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Removing Electronic Based Distributed Learning (EBDL)
Courses

Introduction This section provides the procedures for removing Reserve members’
EBDL courses (previously known as correspondence courses) in DA.

Before You Verify the course to be removed is recorded in the member’s Person

Begin Profile. The Proxy-Remove EBDL Completion function will only
delete courses that are already posted to the Courses and Training section
of a member’s Person Profile page in DA.

Procedures See below.

Step Action

1 | To verify the EBDL course to be deleted is recorded in the member’s Person
Profile, click on the Core HR Tile

Core HR

9
«
.uo”

2 | Select the Person Profiles option.

F Disciplinary Action Report

51 Disciplinary Actions

£~ Emergency Contact

£ ldentification Data

E Job Data

& Personal Data

F-| PHS Member Info Report

E Person Profiles

£ Statement of Creditable Svc

Continued on next page
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Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued

Step Action

3 | Enter the member’s Empl ID and click Search. The Correct History box is
automatically checked.

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

w Search Criteria
Empl D | begins with v| | 1234567 Q

Profile Type | begins with V| | Q |

Name | begins with V| | |

I Last Name | begins with V| | |

Alternate Character Name | begins with V| | |

Ulnclude History ECorrect History [ Case Sensitive
Basic Search [ Save Search Criteria

4 | The member’s profile will display. Select the Qualifications tab.

Person Profile

EmplID 1234567 Peppermint Patty
Profile Type PERSON Person
“Profile Status | Active A

*Description | Peppermint Patty

S Print © Comments
Profile Actions | [Select Action] V| ®

‘ Competencies ‘l Qualifications IH Education H Iviobility H Waivers H CAN ‘

Save

Return to Search

Continued on next page
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Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued

Step Action

5 | Depending on the number of entries the member has, you may have to scroll
down the page to find Courses & Training. If applicable, click View All to see
the entire list of courses and training. Locate the course to be removed — make a
note of the course 1D number and Effective Date. For this example, the course to
be removed is 610364, Op Planning (& Final Exercise) dated 2/5/24.

* Courses & Training

®|[a)
D Course Code +Effective Date View History

000431 SEARCH AND RESCUE FUNDAMENTALS 09/15/2016

000462 EPME APPRENTICE E-4 10/01/2010

000701 DWO INTERNATIONAL/INLAND-ORIGI 02/18/2011 B

610118 Operational Art 02/02/2024

610364 Op Planning (& Final Exercise) 02/05/2024

6 | Click on the AD/RSV Payroll Workcenter tile.
AD/RSVY Payroll Workcenter

Continued on next page
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Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
7 | Scroll to select the Proxy - Remove EBDL Completion option.

EBDL Completion

Family Separation Allowance
Foreign Language Pay
Hardship Duty Pay

Hazardous Duty Pay

Hostile Fire Pay

Meal Rate

Officer Uniform Allowance

Pay Corrections

PHS Installment Pays

PHS Monthly Pays

Proxy - BRS Enrollment

Proxy - Submit Absence Request
Proxy - Submit Non-Charge Abs
Proxy - BRS Disenrcliment

Proxy - Continuation Pay

Proxy - Remove EBDL Completion

Proxy - Responsibility Pay

Special Duty Pay Request

Enter the member’s Empl ID and click Add.

Add Action Request

‘ Add a New Value ‘

*Empl ID | 1234567

Q

Add

Empl Record | 0Q

11

Continued on next page
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Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued

Step Action

9 | The Submit Remove EBDL Completion page will display.
e Course — Enter the ID number to be removed.
e Completion Date — Enter the of the original course completion date.
Click Get Details. The Request Information section will populate with the
course information.
Action Request

Submit Remove EBDL Completion

Patty, Peppermint

Request Details

Course: |610364 Q
Completion 02/05/2024 ‘
Date:

Get Details

Request Information

Course Op Planning (& Final Exercise)
Description:

Points: 15
Pay Calendar: NO PAY

Comment: ‘

Resubmit Withdraw

Continued on next page
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Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
10 | Enter the reason for the course removal in the Comment block. Click Submit.

Action Request

Submit Remove EBDL Completion
Patty, Peppermint

Request Details

Course: |810364 Q

Completion  |02/052024 [fF]|
Date: —

Get Details l

Request Information

Course Op Planning (& Final Exercise)
Description:

Points: 15
Pay Calendar: NOC PAY

Comment: Provide Comments why the course is being removed.

Submit Resubmit Withdraw

11

Once the EBDL removal has been submitted, the action request status will update
to Pending and be forwarded to the SPO tree for approval.

Submit Resubmit Withdraw
Request Btatuq:F'ending | @View/Hide Comments
1
Pending

Multiple Approvers
(D) CGHRSUP for User's SPO

Comments

Peppermint Patty at 02/07/24 - 3:26 PM
Provide Comments why the course is being removed.

13
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Verify the Processing of Electronic Based Distributed
Learning (EBDL) Courses

Introduction This section provides the procedures for verifying the processing of
Reserve members’ EBDL courses (also known as correspondence
courses) in DA.

Information e After the EBDL has been approved by the Payment Authorizing
Official (PAO), the correct number of course points should be verified,
and that the payment processed (if applicable) accurately. This is a two-
stage process requiring review of both the One Time (Positive Input)
and Pay Calculations Results for the EBDL.

e EBDL Courses for Points and Pay are processed as an IDT Drill and
paid as a One Time Positive Input (OTPI) in DA.

Procedures See below.

Step Action
1 Click on the Pay Processing Shortcuts tile.

Pay Processing Shortcuts

2 Select the One Time (Positive Input) option.

“ Element Assignment By Payee

“— One Time (Positive Input)

% Pay Calculation Results

Continued on next page
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Verify the Processing of Electronic Based Distributed
Learning (EBDL) Courses, Continued

Procedures,
continued

Step Action
3 | Enter the member’s Empl ID and click Search.

One Time (Positive Input)

Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

w Search Criteria
EmplID | begins with ~ | 1234567

Empl Record | = v
Pay Group | begins with w Q
Calendar ID | begins with + Q

Name | begins with ~

[JCase Sensitive

Basic Search & Save Search Criteria

Find an Existing Value Add a New Value

4 | Select the Calendar ID in which the EBDL was processed.

Basic Search E::'E] Save Search Criteria

Search Results

I‘v‘iew,ﬂlll 1-1000f 114  ~| p M
Empl ID Empl Record Pay Group Name
1234567 0 USCG RSV | CG RSV 2024M02M | Peppermint Patty
1234567 0 USCG RSV | CG RSV 2024M01M | Peppermint Patty
1234567 0 USCG RSV | CG RSV 2024M01E | Peppermint Patty
122AEET N e Dev | e ey 20990442 | Peppermint Patty

Continued on next page
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Verify the Processing of Electronic Based Distributed
Learning (EBDL) Courses, Continued

Procedures,
continued

Step Action
5 | The OTPI will display. Click the Expand All icon.
One Time (Positive Input)
Employee ID 1234567
Pay Group USCG RSV
CalendarID GG RSV 2024M02M

Name Patty, Peppermint a
Description USCG Reservist

Begin Date  02/01/2024

Empl Record 0O
Pay Entity USCG

End Date 02/15/2024
Earnings and Deductions
‘ B | | Qa | | View All
[ Action ‘ ‘ Main Components | | Source 1
Entry Type Element Name Element Description Instance Action Type
Eamings IDT DRILL 'T”a‘?t‘."e Duty for 1 Add
raining
Save Return to Search Previous in List I Next in List ] l Natify l l Refresh I [ Add ] Update/Display
6 All data fields will display. Click the blank column icon.
One Time (Positive Input)
Employee ID 1234567 Name Patty, Peppermint Empl Record 0 o
Pay Group USCG RSV Description USCG Reservist Pay Entity USCG
CalendarID GG RSV 2024M02M Begin Date 02012024 End Date 02/15/2024
Earnings and Deductions
|E;‘ |?‘ | View Al
o

Entry Type Element Name Element Description Instance  Action Type Unit Rate Amount Currency Code Details Updated BY | a5t Update Date/Time Batch Code
Eamings  IDTDRILL Inactive Duty for

Training 1 Add 13.000000 =] ® usb 9876543 02/07/2024 3.05:15PM

Save Return to Search Previous in List Next in List H Notify H Refresh I

Add Update/Display

Continued on next page
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Verify the Processing of Electronic Based Distributed
Learning (EBDL) Courses, Continued

Procedures,
continued

Step Action
7 The OTPI details will display.
e Unit Value — The number of points for pay, if applicable.
¢ Begin Date — The date the EBDL was effective.
e Drill Type — Specifies this was an EBDL entry.
e Drill Department — Indicates the course ID number.

Pl Manual SOVR X
One Time (Positive Input) Help
Positive Input - Details
Employee ID 1234567 Name Peppermint Patty Empl Record 000
Pay Group USCG RSV Description USCG Reservist
Calendar ID CG RSV 2024M02M Begin Date  (02/01/2024 End Date (02/15/2024
Element DT DRILL Element Name Inactive Duty for Training Instance 001
* Specify Values OR Elements
Junit vaiue 13.000000 | Unit Element
Rate Value Rate Element
Base Value Base Element
Percent Value Percent Element Currency
Amount Value Amount Element usD
End Date 02/02/2024
~ Absence Dates
Absence Begin Date Absence End Date
Period Begin Date Period End Date
¥ Other Data
Batch Code Description of PI
* Supporting &Element Overrides
Business Unit ENLCG
Required Fields
Drill Type EBDL
Drill Department 610118
[ o |

8 Click on the Paz Calculation Results oE)tion.

“ Element Assignment By Payee

% One Time (Positive Input)

% Pay Calculation Results

Continued on next page
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Verify the Processing of Electronic Based Distributed
Learning (EBDL) Courses, Continued

Procedures,
continued
Step Action
9 Enter the member’s Empl ID and click Search.
Results by Calendar Group

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

EmplID | begins with v | 1234567

Empl Record | = v
Calendar Group ID | begins with + Q

MName | begins with

| . e L
Basic Search = Save Search Criteria

10

Select the Calendar ID in which the paid EBDL was processed.

Search Results
Wiew All 1-54 of 54 ~

Empl ID Empl Record Payment Date Calendar Group ID Name

1234567 0 02/15/2024 Peppermint Patty
1234567 0 02/01/2024 C124011 Peppermint Patty
1234567 0 01/12/2024  C124010 Peppermint Patty
1234567 0 12/29/2023  C123121 Peppermint Patty

ATy AT

L T W ol T L

Ll Ea Lol EaTal

Pennermmint Patty

18
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Verify the Processing of Electronic Based Distributed
Learning (EBDL) Courses, Continued

Procedures,

continued

Step

Action

11

Select the Earnings and Deductions tab and if applicable, click the far-right
arrow to get to the most current calendar.

‘ Calendar Group Results ‘I Earnings and Deductions I‘ ‘ Accumulators ‘ ‘ Supporting Elements ‘
Peppermint Patty Employee Empl ID 1234587 Empl Record 0
Calendar Group ID  C124020 202402 ON-CYCLE AD MID MONTH
Calendar Information Q|1 [l 4] 202+ D
CalendarID  CG RSV 2024M02M Pay Group  USCG RSV
Sammant Numhar 4 VMarcion 4 Bauician 1

12

Click View All (if necessary). The paid EBDL will be listed as an IDT drill. You
may need to scroll down through the list to locate the IDT drill. Click the
Expand icon.

Calendar Information | Q‘ ‘ L] H 4 | 20f2 v
Calendar D CG RSV 202402 Pay Group USCG RSV
Segment Number 1 Version 1 Revision 1
Gross Result Value 332775 usoD Net Result Value 261055 uso

Earnings & Deductions

Y B

‘ Components H Retro Adjustments || Deduction Arrears H gserﬁe\dsl : I

Element Type Element Name Amount  Description Instance

[ Element Results

Slice Begin Slice End q n
Date Resolution Details

Date
Eamings DELTA CLOTHR 0 ouuoojo Eg‘\'f’ Delta CLOTHING 0 02012024 021152024  Resolution Details
|z
0000000 )
Eamings DELTAIDT = Retro Delta IDT DRILL 0 02/01/2024 02/15/2024 Resolution Details
R
0000000 Retro Delta IDT . , IR
Eamings DELTA IDTCOM o COMRATS 0 02012024 02152024  Resolution Details

17.000000 Family Servicemembers

Deduction FSGLI 5| G Life

0 02/01/2024 02/15/2024  Resolution Details

Deduction MEDICARE EE 45““(’%0 Medicare Tax 1020172024 0211512024  Resolution Details

,

13

This will display:

e Amount — The total payment calculated for the EBDL course.

e Rate — The pay rate applied to the calculations (member’s daily IDT pay rate).
e Unit — The total number of points awarded the member for the EBDL course.

Earnings & Deductions

5 Q

4l

- Slice Begin Slice End Resolution .. Resolution

Element Type Element Name Amount Description Instance Date Date Details Rate Unit Details

Earnings IDT DRILL 294.6600000, e Duty for Training 1 12/16/2023 | 12/31/2023 Resolution Details || $8$.0000003 13 000000 | Resolution Details
Eamings IDT DRILL 234 GGHO%) Inactive Duty for Training 2 12/16/2023 | 12/31/2023 Resolution Details Resolution Details

i
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