ELECTRONIC BASED DISTRIBUTED LEARNING

Overview

Introduction  This guide provides the procedures for SPOs to enter and remove Reserve
member’s non Coast Guard EDBL courses (also known as correspondence
courses) in Direct Access.
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Entering Electronic Based Distributed Learning (EBDL)

Courses

Introduction

This guide provides the procedures for SPOs to enter Reserve
members' non Coast Guard EDBL courses (also known as
correspondence courses) in Direct Access.

Before you Begin

Only Reserve non Coast Guard EBDL courses are entered into Direct
Access using this procedure.

The current approved non Coast Guard EBDL courses authorized by the
Office of Reserve Affairs are posted on Commandant (CG-131) web
page. EBDL Course List.

Servicing Personnel Offices shall review the courses authorized prior to
entering any completion in Direct Access.

Procedures See below.
Step Action
1 Select the EBDL Completion link from the Requests tab.

Content Lavout

Self Service Requests

Submit an Absence Reguest

Submit & Delegation Request

Submit & Drill Regquest

My Page  Self Service [ Reqguests l

View My Absence Requests

View My Reguests (all types)

Payroll Requests
Wiew My Requests
Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Lanquage Pay

Eamily Separation Allowance

Advance Liguidation Schedule
Meal Rate

Hastile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay

Responsibility Pay Override

Approved Absence Corrections

PHS Installment Special Pay

[ EB0L Completion |

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay
Advance Pay

SDAP

Cadet ICA

Combat Tax Exclusion

Carger Sea Time Overide

Balance Adjustment
Pay Comecfions

Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay

Remove EBDL Completion

Continued on next page


http://www.uscg.mil/hq/cg1/cg131/docs/1311/EDBLCourseList-20160218.htm

Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued

Step Action

2 Enter the member's Empl ID and click the ADD button.
Add Action Request

Empl Record:[ 0@,
I Add I

3 The Action Request page will display.
Action Request

Submit EBDL Completion

Mouse, Mickey

Course: @,

Completion Date: il
Pay: V|

Get Details

Course
Description:
Points:

Comment:

Submit Resubmit Withdraw

e Course: Click the Course lookup icon and select the appropriate course.
e Completion Date: Enter the completion date from the course completion
notification letter.

e Pay: Click the Pay drop-down and select NO. There are currently no
courses authorized pay compensation.

When finished, click the Get Details button.

Continued on next page



Entering Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
4 The Details for the course selected will populate.

Course: 610019 @,
Completion Date: |D5/02/2016 [5]
Pay: NO v]

Get Details

Course | Buy American Act
Description:
Points: | 1

Comment: WMember provided course completion letter did 5/2/16.

Resubmit Withdraw
Comments: Enter reference information for validating the course completion.

When finished, click the Submit button.

The Action Request has been forwarded to the SPO Auditor for approval.
~ |Request Status:Pending | () ViewlHide Comments

Pending
Walt Disney
CGHRSUP for User's SPQO

— Comments

GOOFY DOG at 05/03/16 - 8:09 AM
Member provided course completion letter did 5/2/16.

After SPO Auditor approval, the course will be listed in the Courses and
Training section of the members Person Profile.




Removing Electronic Based Distributed Learning (EBDL)
Courses

Introduction

Before you

Procedures

This guide provides the procedures for SPOs to remove Reserve

members non Coast Guard EDBL courses (also known as

correspondence courses) in Direct Access.

Begin  Verify the course to remove is recorded in the members Personal Profile.

The Remove EBDL Completion will only delete courses that are already
posted to a members Courses and Training section of their Personal

Profile page in Direct Access.

See below.

Step

Action

1

Verify the EBDL course to be deleted had been recorded in a member's

Personal Profile in Direct Access.

Select the Person Profile link in the Person Profile pagelet
Person Profile

Enter the member's Empl ID then click the Search button.

Maximum number of rows to return (up to 300): |300

Empl ID: [ begins with v ||1234567
Profile Type: begins with
wame:
Last Name:

Alternate Character Name: | begins with

L include History Correct History [l case sensitive

Search Clear |Basic Search Ig;" Save Search Criteria

Continued on next page



Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
3 The course to be removed is listed in the member's Courses and

Training. You will need to note the course ID and Effective Date the
course was originally entered.

Competencies _ Qualifications  [@ST=1T4y Mobility || Waivers CAN

'+ Honors and Awards Customize | Find | view 41l | B ) 2 First £ g 2002 T Last
J1v] Honor and Award Content Type

CGNA CG Comdt Ltr of Comm Ribbon HON il
CGNH Nafional Defense Service Medal HON il

Ii—l Add New Honors and Awards

'+ Courses & Training Customize | Find | View s | B | ## Fist © 4400710 1 Lot
D Course Code Content Type *Effective Date H';':ﬁ;y

610019 Buy American Act CR_COURSES 05/0212016 | i
610193 ICS for Healthcare/Hospitals | CR_COURSES 05/18/2014 i
610204 Fundamentals of EMEMENCY | cr_COURSES 05/0212016 |
610206 | Leadership & Influence CR_COURSES 1211472013 i
§10207 Decision Making & Problem | cr_courses 111712013 ]
610208 %ﬂtive Communication CR_COURSES 11172013 ]j
610209 Develooing and Manadind | cr_coOURSES 12/26/2013 |

After noting the necessary information, return to the Requests tab.

Continued on next page



Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,
continued
Step Action
4 Select the Remove EBDL Completion link.

My Page Self Senvice [ Requests]
Content  Layout

Self Service Requests

Submit an Absence Reguest View My Absence Requests
Submit 3 Delegation Request Wiew My Regquests (all types)

Submit & Drill Reguest

Payroll Requests =
iew My Requests Absence Reguest
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty Pay
Foreign Language Pay Hazardous Duty Pa
Family Separation Allowance Advance Pay
Advance Liguidation Scheduls Soap
Mesl Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion
Career Sea Time Career Sea Time COvermide
Career Sea Pay Premium Balance Adjustment
Hardship Duty Pa Pay Comections
Rezponsibility Pay Override Career Sea Pay on TDY
Approved Absence Comrections Cadet COMRATS
PHS Installment Special Pay PHS Monthly Special Pay
EBDL Complation | Remove EBDL Compistion |

Enter the members Empl ID and click the ADD button.

Add Action Request
Add a New Value

Empl Record:[ /@&

=]

]

Continued on next page



Removing Electronic Based Distributed Learning (EBDL)
Courses, Continued

Procedures,

continued

Step

Action

6

The Action Request page to Remove EBDL Completion will display.
Action Request

Submit Remove EBDL Completion
Mouse, Mickey

Course: 610019 @
Completion Date: |05/02/2016 [+

Get Details

Course | Buy American Act
Description:

Points: |1

Pay Calendar: |NO PAY

Comment: Enter why course is being removed.

Submit Resubmit Withdraw

e Course: Enter the course ID number noted in the previous steps.

e Completion Date: Enter the completion date previously entered. Then
click the Get Details button.

The Request Information section will display the data previously entered using
the EBDL Completion process.

Enter the reason the course is being removed in the Comment section. Then
click the Submit button.

The Action Request has been forwarded to the SPO Auditor for approval.
~ |Request Status:Pending | () ViewlHide Comments

Pending
Walt Disney
CGHRSUP for User's SPO
— Comments

GOOFY DOG at 05/03/16 - 8:09 AM

Member provided course completion letter did 5/2/16.
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