Records Management — Everyone’s
Responsibility

Accessing the Course:

e To access this course you will need to access MarineNet using the following URL:
https://www.marinenet.usmc.mil/marinenet/

e MarineNet can also be accessed via our training website on MCCS Lejeune:
http://www.mccslejeune.com/hr/hrtraining.html. You will need to scroll down the page
and can access Marine Net under the heading Other Training Opportunities.

Accessing MarineNet:

You can Login to MarineNet in two ways:

(A) Click on the Login button and enter your Username and Password - If you have not
accessed MarineNet before you will have to click on New User to establish a
Username and Password.**

(B) Click on the CAC Log In Button - If you choose to use the CAC card sign on option, and
this is the first time you have accessed MarineNet, you must select New User and
establish a Username and Password. After this is done you will be able to utilize the
CAC card login function.
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Accessing & Completing the Training Course (Pages 2-9).

Once you have logged on to the system your screen will default to the MarineNet
Welcome Page below. Click on the Search Catalog search field and type in the
following course code: MO1RMTO0700, and click the Search Catalog Button.
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After inputting the course code and searching the catalog the Records Management
Training Course will be displayed under the Course Search Results Heading. Select
Enroll in the Course/Curriculum under the Actions field.
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Click on Launch Course and complete the online training course.
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Once the course has been launched you will notice that the course menu is

displayed on the left hand side of the page. The course menu will show you your
progress within the course. To hide the course menu and make the training screen a
full page, Select Hide Course Menu.
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To complete the training, read the instructions on the screen and use the Back and
Next buttons to progress through the training course information. You can view your
progress through the course on the left hand side of the page.

Once you have reviewed all course information you can Click on the Exit Tab.

Note: If you would like the Course Menu to display again select Show Course Menu link. A
Glossary tab is also available and will provide descriptions of terminology that is contained

within the training course.
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You can check your progress throughout the training course by choosing Show Course Merw.

A green check mark will appear next to each section you have completed.
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If you need to interrupt your training session you will be able to exit the training
course and return to where you left off.

To do this you will need to select Return to MarineNet and Logout of the system.
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Once you are enrolled in a course it will show up under My Enrollments under the
Actions Menu. To access the course again after exiting MarineNet, you will need to:

A) Sign back into MarineNet
B) Select My Enrollments

C) Select Launch Course from the Actions Column
m*";frfn“.':mw, nternet Explorer, = =]
: . o

6... v 8] b [~ =R
Fie Edt Vew Fmoies Toos Hep x @comvet - [ltelct
o Favertes | g
ey Erenimansy Ko+ B [ s v Page- Safetys Toos- -
3
> NET
>
| Dstance Leaming Environment
arineNet -
TextSize | 4 A A ¥ My Enrolimants & Help
Logout | Homa > Student Transcript
weicome ________-| Show Student nformatian
You are lo d in a4
JENNIFERMCGRATH Show Transcnipt Filter
My Enroll Swilch 10 Transcripts Yiew
Actions Course Code Course Name Ensoll Date Status Message
i Eacands Manageman Caourse In Progress
B & & MORMTOT00 | epadment of tha Ny a2011 Encelled Campletion deadling is
iy ngibility 962012
Print|

& tterret g~ Hwow -



Once the course is re-launched you can use the left hand side menu to select where
you left off and continue the training. Once you select one of the course headings it
will be displayed in Italics and the training information for that heading will be

displayed on the screen.
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Non-records are documentary materials that do not
meet the definition of a record. They are usually
maintained for reference purposes, and are usually
gathered in the process of producing records. Some
examples include the following:

Stocks of publications and other reproduced
documents maintained for supply purposes
Matenal preserved solely for purpose of
references or exhibition in librares or museums
Duplicate copies

Correspondence and other records of transitory
value; usually received for information and do
not require action

Catalogs and trade journals

Charts, diagrams and other graphics prepared for
a briefing or training

.
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Additional information on non-records can be found in
SECNAV Manual 5210.1, DON Records Management
Program, Records Management Manual, Appendix C.

Click Next to continue.
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Training Course Completion (Pages 10-11):

To officially complete the course you must take the post course test, and print a
course certificate.

After completing the training course you will go back to the Enrollments screen by
selecting Return To MarineNet.

On the Enrollments screen you will select Launch Test to complete the end of course
test. You must receive a grade of 70 to pass the course.
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course, Select the Home button and then Return to Previous Page.
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After you have completed the post course test, you can print out your certificate by

selectlng View/Print Certificate.
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T managemant requiremants. Important. In order to complate this course, you
MUST return to your Marinatet transcript to launch the End-of-Course Exam
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**IMPORTANT NOTE: The HR Training department does not need to receive your
certificate. Please notify your training liaison upon completing the training and they
will send your information to the Lejeune Training Mailbox. Please keep the
certificate for your files and update your IDP to reflect you have completed the
training course**
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