Training Registration Guide



Training Registration Guide

Table of Contents

(Ctrl+Click on a topic below to be taken directly to the topic.)

0T [ o] [0 o PP 3
[ 0T o T o (T 1] (] P 4
TO View YOUr RegISIration(S) «..cueuueieiiieie et e e ee e e 9

REQ STATUS TOIMNS ..ottt ee e e 10

Student AtteNdanCe TeIMS. ... . 10
To Cancel Your RegiStration(S).......veuvu e ee 12
HQI Intranet ACCOUNT REQUEST ... ..ueee e 18
Contact Information and Helpful LINKS ..o 19



Training Registration Guide

Introduction

Civilians and their supervisors have easy access to free on-site training classes sponsored by the
Human Resources and Organizational Management Branch (HROM). Classes are conveniently held at
the Pentagon and MCB Quantico, and include soft-skills training, pre-retirement workshops,
supervisor training, and the Marine Corps Acculturation Program (MCAP).

Please note: you must have a .mil account to register. If you do not have a .mil account you can
submit a Regqistration Form. Once your request has been processed you will receive an email
notifying you of your registration status (for more information on registration status, go to page 10).



http://www.hqmc.marines.mil/Portals/143/Docs/Registration%20Form.pdf
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How to Register for a Course

[Click here] to access the HROM-Sponsored Training page.

¢ Favorites | 5 ] Total Workforce Manage... | Registration Site

EE |+ | @ Pages - Instructor (@ Pages - Default [l sponsored Training X - v [ @@ v Pagev Safetyv Tookv @@~

HOME NEWS PHOTOS UNITS LEADERS MARINE S FAMILY ‘COMMUNITY RELATIONS =0 | Y

UnitHome  Advisory Serv  Recruitment/Classification ~ EEQ  Org/Workforce Mgmt  Exec Decision Room  Benefits  Sponsored Training  New Employees
P
Human Resources and Organizational Management
Headquarters Marine Corps

SPONSORED TRAINING

The Training and Workforce Development Unit of the Organizational and Workforce Management Section
sponsors fraining courses on a variety of topics. The currently-offered course titles are listed below.

- Click on the Course Title to view a course description for each current offering

« You must have an HQlintranet account to register: [Click Here] to request an HQI account

* When accessing the Training Registration Website, use the email certificate on your CAC
« Ifyou have questions or problems, [Click Herel to e-mail us or call (703) 604-2755

[Click Here] to visit our onsite Training Registration Website to see the full line of courses that we offer.

DOWNLOAD CURRENT COURSE CALENDARS

Once on the page, scroll down to see a list of courses being offered. Click on the Course Title to view a course
description for each current offering. (For this How To, | am going to select the Marine Corps Acculturation
Program, see red arrow.)

. http://www.hgme.marines.mil/hrom/SponsoredTraining.aspx 2| X E’ Firefly lawn care

< Favorites | 515 @& Total Workforce Manage... & Registration Site

28| - | @& Pages - Instructor {& Pages - Default Il Sponsored Training i v B v 2 m v Pagev Safetyv Toolsw
I 1

DOWNLOAD CURRENT COURSE CALENDARS

‘ Click on one of the links below to view the current on-

HROM ON-SITE TRAINING ANNOUNCEMENT S site course offerings:

Leading In A Changing Environment is now open to non-supervisory civilians! - Course Announcement for This bonth
+ Course Schedule for the Current Fiscal Year
Did you know "Leading Change” is one of the five Executive Core Qualifications (ECQs) identified by OPM? * HROM Training Reaistration Instructions

The ECQs define the competencies needed to build a federal corporate culture that drives for results, serves
customers, and builds successful teams and coalitions. Leaders and aspiring leaders are encouraged to take
advantage of this 2-day class! For more information, please [Click Here

JAre you having issues with the Training Registration
\Website? If so, please e-mail the Onsite Training staff
at SMB.HOMC ARHB.TRNG@usmec.mil or call us at
(703) 604-2755

HROM ON-SITE TRAINING COURSES

Analvtical Problem Solving

Egual Employment Opportunity (EEQ) and Diversity Training HNOTES

Leadership for Managers and Supenisors

Leading in a Changing Environment Reasonable Accommodation: Please letus know when
Marine Corps Acculturation Program (MCAP) you register if you require reasonable accommodation

Naval Correspondence to participate in this training.
New Emplovee Orientation (NEO

New Supervisor Orientation (WSO

Office of Workers Compensation Program (QWCP
Organizational Communication and Collaboration
Plain Language Writing for Federal Employees
Pre-Retirement Planning - Mid Career

Retirement Planning Refresher - CSRSIFERS
Retirement Planning - FERS

Pentagon: Parking is very limited atthe Pentagon and

A ncourage use of public transportation. If you are
driving to the Pentagon, you must contact our office at
least one week prior to attending your scheduled
training. Participants attending classes atthe Pentagon
MUST bring a Commaon Access Card (CAC). There is
NO eating or drinking in the Pentagon classroom;
however, bottled water (with cap) will be allowed.

Permission: Please remember that you should always
obtain permission from your supenvisor before
registering for an HROM-sponsored course.

Certificate of Completion: Every participant who



http://www.hqmc.marines.mil/hrom/SponsoredTraining.aspx
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You will be taken to course page.

-
€ Human Resources and Organizational Management tpunsured Training > Course 108 - Windows Internet Explorer provided by the U.S

) U = |. http://www.hgme.marines.mil/hrom/SponsoredTraining/Coursel08.aspx v| ] “1 X E] Google

— —— = - —

50 Favorites | 515 4| Total Workforce Manage... & Registration Site

[ I E - =] == - Pagev Safety~ Tools~ '29" ”

. Human Resources and Organizational Managem...

Q Search HROW

HOME NEWS PHOTOS UNITS LEADERS MARINES FAMILY COMMUNITY RELATIONS f L ) i «© (,:) o »

Unit Home Advisory Serv Recruitment | Classification EEQ Org | Workforce Mgmt Exec Decision Room Benefits Sponsored Training New Employees

Human Resources and Organizational Management
Headquarters Marine Corps

Pre-Retirement Seminar for FERS Employees

This course is for Federal Government employees under the Federal Employee Retirement Systems (FERS)
who are in the latter stages of their federal careers (with less than five years before retirement) Wienken
Advisors have a unique approach to conduct Federal Employee Benefit Package within the framework of the
Financial Planning Model. A "Building Your Financial Home" is the model that is expanded upon the premise
that building financial security is a process much like building a house. Recagnizing that most people are
visual in their learning, modules are provided and referred to throughout the program and kept in front of each

rmarticinant Thic cancant anahlae tha nadicinante ta inecarmarata thair hanafite intn thnir camn o narcanal financial

Scroll down to see the available courses. If you find a course you would like to register for, click Click here to
register, see red arrow.

~ -~ -
& Human Resources and Organizational Management > Sponsored Training > Course 108 - Windows Internet Explorer provided by the U.S - — E‘ﬁ&]

—
—— =___13
u Q W‘J. http: w.hgmc.marines.mil/hrom/SponsoredTraining/Coursel08.aspx ~J ‘ ] ‘ | X IE’ Google P "

T:f Favorites 3"-3, & Total Workforce Manage... & | Registration Site

- »
.HumanResour:esandOrgamzatmnal Managem... f’f} - E = [ m= v Page~ Safety~ Tools~ .g.v

Calculation Exercise: In service, retirement, insurable interest, divorce, ways to maximize pension benefits-pension max
Social Security: Calculation solvency and options, Supplemental benefits and programs

Thrift Savings Plan (TSP): Traditional and Rath, Eligibility and Vesting, Risk vs Retun-Volatility, Estate Planning, Beneficial Designation,
Guardianship, Wills, Trusts, Probate, Taxes

Insurance: FEGLI, FEHBP, Medicare, Voluntary Long Term Care (FLTCIP)

Instructor(s): Mr. Christopher Lenz and George Snook
Vendor: Wienken Advisors, LTD

COURSE OFFERINGS

- 5-6 November 2013 Pre-Retirement Seminar for FERS Employees Quantico, Mann Hall, Rm 110a  0800-1600
- 7-8 November 2013 Pre-Retirement Seminar for FERS Employees Pentagon, 2C253 0800-1600

To register, please Click here. If you are unable to access the Registrsation Portal you can submit a Registration Form via email.

Online registration for HRAMEMNsored courses requires access to the internal (private) USMC website. To find out how to access the internal website, to inquire about
regisiration, or for questions ilharding this course or any HROM-Sponsored Training, Click Here.

Click Here to return to main OM-Sponsored Training page

WEBSITE OF THE UNITED STA
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When asked to Select a Certificate, please select the Email certificate on your CAC.

W 9 - O |- . Ho Register [Compatibility Mode] - Microsoft Word

Home Insert Page Layout Refersnces Mailings Review View Acrobat a @
= T =] = 44 Find -
] | @ ntpsiehgmeusmennil/sites/HQMCTraining/HROM/Pages/ARHM_Course_102.aspx - Windows Internet Explorer = “\Bb( AaBbC: AaBb( AaBbCel “asboen & peot
g - i Replace
Past i i Ch
7 QI [ netpsrename usme mivsites HOMCTraining/HRO! + [ 41 X | [ Googie H w|fingl Heading2  Title Suotitle  subtlefm... o) e | L select
Clig— - Styles | Editing
¢ Favorites | 5 @) Total Workforce Manage.. & Registration Site i 5
() https://ehgme.usme.mil/sites/HQMCTraining/H... i v B v [ @ v Pagev Safetyv Tooks~ @~ ” -
Windows Security =
Select a Certificate =
Ig—al|
| Issuer: DOD CA-30
{ Valid From: 12/27/2012 to 12/27/2015
‘ Issuer: DOD EMAIL CA-30
Valid From: 12/27/2012 to 12/27/2015
\ Click here to view certificate prope...
» — —
-
+
L =]
- [
: > | - —
= Unknown Zone | Protected Mode: Off A , 100% )
—— = =

Z'& = & a0

(Please Note: At this point, if you receive an error it is most likely one of two reasons. You either did not select your
Email certificate when prompted to Select a Certificate or you do not have an HQI account. You need to close all web
browsers you have open and try again from the beginning. If you continue to receive the error you may need to request
an HQI account. Please see How to Request an HQI Account on page 18.)

You will then be taken to the course page of the HROM Training Registration Portal.

/& Marine Corps Acculturation Program (MCAP) - Windows Intemet Explore

wv | ] hitps:/ehgmec.usme.milfsitesfHQMC Training/HROM/Pages/ARHM_Course_102.aspx

i Favorites | 5k & Total Workforce Manage... £ | Registratien Site

{& Marine Corps Acculturation Program (MCAP) £~ B v [ @ v Pagev Safety~ Tools~v @~

HQMC Training Registration

HQMC

THE FEW. THE PROUD. THE MARINES. Al Sites T TP advancedseareh

HQMC Training i HROM Training ion = Site Actions =

HQMC Training Registration > HROM Training Registrations

” Marine Corps Acculturation Program (MCAP)

Course Description: Increase or update your knowledge of the Marine Corps history, culture, customs, courtesies, military ranks, jargon, and organizational structure. For a
more detailed course description, please Click Here.
Course Length (Days): 2
Course Hours: 0800-1600
Course Audience: All Civilian Marines who are new to the Marine Corps or who would like to learn more about the Marine Corps.
Registrants: 25
Prerequisites: None

Registering for a Course v
To Register for an instance of this Course, please:

» Click on the box to the left of the course instance below
» Click on the Actions menu

- Cnlnct "Banickar far Calnctad Conrea?

Dene /' Trusted sites | Protected Mode: Off v HI10% v
7:30

- ® 0%
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Once here, you can scroll down to see a list of available courses. [f/When you find a course you would like to
register for, please check the box beside the course you would like to register for, see red arrow.

/& Marine Corps Acculturation Program (MCAP) - Windows Internet Explorer
-

i Favorites | 5k & Total Workforce Manage... £ | Registratien Site

] https:/fehgme.usme.mil/sites/HQMC Training/HROM/Pages/ARHM_Course 102.aspx

{& Marine Corps Acculturation Program (MCAP) £ v B v [ @ v Pagev Safetyr Tools~

Registering for a Course 4

To Register for an instance of this Course, please:

» Click on the box to the left of the course instance below
» Click on the Actions menu

+ Select "Register for Selected Course"

s Enter your student information

Actions~ Search &) Help
[7] | Specific Instance of Course Course Status Class Start ~ Class End Location
[Tl Marine Corps Acculturation Program (MCAP) - 5/21/2013 8:00:00 AM Open 05/21/13; 08:00 05/22/13; 16:00 Pentagon - 2C253, Conference Room 3 3
Marine Corps Acculturation Program (MCAP) - 6/19/2013 8:00:00 AM Open 06/19/13; 08:00 06/20/13; 16:00 Quantico - USMC Museum, Trailer #2
[@ Marine Corps Acculturation Program (MCAP) - 7/17/2013 8:00:00 AM Open 07/17/13; 08:00 07/18/13; 16:00 Quantice - USMC Museum, Trailer #2
[E]  Marine Corps Acculturation Program (MCAP) - 8/20/2013 8:00:00 AM Open 08/20/13; 08:00 08/21/13; 16:00 Pentagon - 2C253, Conference Room 3
[F]  Marine Corps Acculturation Program (MCAP) - 9/18/2013 8:00:00 AM Open 09/18/13; 08:00 09/19/13; 16:00 Quantico - USMC Museum, Trailer #2
Ready. Loaded 5of 5| 4+ @ m

My Registrations -
To Cancel for an instance of any registered Course, please click on the box ta the Ieft of the course instance below, click on the Actions menu, and select "Cancel Existing Registration”.

Actions~ Search &) Help
[7] | Specific Instance of Course Student Name Reg Status Student Attendance | Created By
[F] Marine Corps Acculturation Program (MCAP) - 1/16/2013 8:00:00 AM Cancelled by Cancelled Norris CIV Holly B
Instructor
[E]  Marine Corps Acculturation Program (MCAP) - 1/16/2013 8:00:00 AM Cancelled by Cancelled Norris CIV Holly B
Instructor
i} Marine Corps Acculturation Program (MCAP) - 1/16/2013 8:00:00 AM Confirmed Attended Full Class Norris CIV Holly B
|l Marine Corns Acculturation Pronram (MCAPY - 1/16/2013 &:00:00 AM Confirmerd Attended Full Class  Norris CTV Hollv B S
/' Trusted sites | Protected Mode: Off -

Once you have selected the course you would like to attend, click on the Actions box (see red arrow number
1) and then click on Register for Selected Course (see red arrow number 2).

& Marine Corps Acculturation Program (M

] https:/fehgme.usme.mil/sites/HQMC Training/HROM/Pages/ARHM_Course 102.aspx

i Favorites | 5k & Total Workforce Manage... £ | Registratien Site

»
EE = | @& Marine Corps Accultur.. X | @ Total Workforce Manage... £~ B = @ v Pagev Safety~v Tools~v
COUTSE MUUTS. UoU0- 00T o
Course Audience: All Civilian Marines who are new to the Marine Corps or who would like to learn more about the Marine Corps.

Registrants: 25
Prerequisites: None

Registering for a Course v

To Register for an instance of this Course, please:

Click on the box to the left of the course instance below
Click on the Actions menu

Select "Register for Selected Course”

Enter your student information

m

Actions~ @) Help
Register for Selected Courss Course Status Class Start ~ Class End Location W
[E  Marine Corps Acculturati pen 05/21/13; 08:00 05/22/13; 16:00 Pentagon - 2C253, Conference Room 3
Marine Corps Acculturatiq information below. ftems marked with a red asterisk ppen 06/19/13; 08:00 06/20/13; 16:00 Quantico - USMC Museum, Trailer #2
[F]  marine Corps Acculturati pen 07/17/13; 08:00 07/18/13; 16:00 Quantico - USMC Museum, Trailer 2
[  Marine Corps Acculturation Program (MCAP) - 6/20/2013 8 Open 08/20/13; 08:00 08/21/13; 16:00 Pentagon - 2C253, Conference Room 3
[7]  Marine Corps Acculturation Program (MCAP) - 9/18/2013 8 Open 09/18/13; 08:00 09/19/13; 16:00 Quantico - USMC Museum, Trailer £2
Ready. Loaded 5of 5| ¥+ @

My Registrations L4
To Cancel for an instance of any registered Course, please click on the box to the |eft of the course instance below, click on the Actions menu, and select "Cancel Existing Registration”.
Actions~ Search @ Help

= Specific Instance of Course Student Name Reg Status Student Attendance Created By

/' Trusted sites | Protected Mode: Off 3 v H100% -~
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The CorasWorks Actions Form should open up. All fields with the red asterisk are required. The other fields
are not necessary but are encouraged to be completed. Once all information is entered, click OK.

Marine Corps Acculturation Progr
— "
v | &) nttps://ehqme usme.mil/=

i Favorites | 5i5 @ Total Workforce Manage... | Registration Site

5/HQMCTraining/HROM/Pages/ ARHM_Course_102.aspx

= —
25 v | & Marine Corps Accultur.. X (@ Marine Corps Acculturatio... | & Total Workforce Manage % v B - =) # - Page~ Safety~ Tools~ @~
L - - - i
Register for Selected Course Use this action to register for a -
class. Enter all of the information below. Items marked with a * indicates a required field

red asterisk are required.

Student Name * Please enter the official name of the student being registered as you would

like to see it on the Course Completion Certficste (.. Sgt John P. Smith). . ]

Registering for a Course
To Register for an instance of this Ci

m

Click on the box to the left of
Click on the Actions menu
Select "Register for Selected ¢
Enter your student information

Student Email * Please enter the student's e-mail address to which dlass notifications should
be sent (2.0.: john.smith@usme.mil)

m

Student Phone # * Please list Work Phone Number (e.g.: 703-614-0000)

Actions~ = & Help

Specific Instance of Course

StudentType *
Marine Corps Acculturation Progr

Marine Corps Acculturation Progr
Marine Corps Acculturation Progrd Supervisor? *

Marine Corps Acculturation Progr: Non-Supervisory ~
Marine Corps Acculturation Progr:

Contractor - 2C253, Conference Room 3

- USMC Museum, Trailer £2

- USMC Museum, Trailer £2

- 2C253, Conference Room 3

Student Work Location Location at which the student normally works (when NOT in class). - USMC Museum, Trailer 22

| Loaded 50f 5| ¥ @

Ready.

@ -

— ° ]
My Registrations T -

To Cancel for an instance of any registeres

Actions -

o e e o . 2 & Help

ndance | Created By

Specific Instance of Course

Marine Corps Acculturation Progr:

Norris CIV Holly B

Done ' Trusted sites | Protected Mode: Off v Ri0% v

< K DG

Once you click okay, you should see the box below. This means your registration was successful. You should
receive an email notifying you of your registration status (for more information on registration status, go to

page 10). If you see something other than what is below, please contact the Training office by [Clicking Here]
or calling 703-604-2755.

/& Marine Corps Acculturation Program (V

4 ‘g https://ehgme.usme.mil/sites/HQMC Training/HROM/Pages/ARHM_Course 102.aspx

43 | X | B Google

7 Favorites | 575 & Total Workforce Manage... ] Registration Site

{& Marine Corps Acculturation Program (MCAP) v B v ) @ v Pagev Safety= Tookv @~

Maximum Registrants: 25 -
Prerequisites: None

Registering for a Course

To Register for an instance of this C Register for Selected Course Use this action to register for a

class. Enter all of the information below. Items marked with a * indicates a required field
Click on the box to the left of ™ asterisk are required.
Click on el ACrons mend Registration Completed. Press F5 to refresh your registration listing.

Select "Register for Selected (|

Enter your student information

i

Actions ~

&) Help

Specific Instance of Course Course Status Class Start = Class End Location
Marine Corps Acculturation Program (MCAP) - 5/21/2013 8:00:00 AM Open 05/21/13; 08:00 05/22/13; 16:00 Pentagon - 2C253, Conference Room 3
Marine Corps Acculturation Program (MCAP) - 6/19/2013 8:00:00 AM Open 06/19/13; 08:00 06/20/13; 16:00 Quantico - USMC Museum, Trailer #2

Marine Corps Acculturation Program (MCAP) - 7/17/2013 8:00:00 AM Open 07/17/13; 08:00 07/18/13; 16:00 Quantico - USMC Museum, Trailer #2

Marine Corps Acculturation Program (MCAP) - 8/20/2013 8:00:00 AM Open 08/20/13; 08:00 08/21/13; 16:00 Pentagon - 2C253, Conference Room 3
Marine Corps Acculturation Program (MCAP) - 9/18/2013 8:00:00 AM Open 09/18/13; 08:00 09/19/13; 16:00 Quantico - USMC Museum, Trailer #2

Ready.

| Loaded 5 of 5| 47 @

My Registrations
To Cancel for an instance of any registered Course, please click on the box to the left of the course instance below, dlick on the Actions menu, and select 'Cancel Existing Registration”.

Actions ~ Search

&) Help
Specific Instance of Course Student Name Reg Status Student Attendance Created By
Marine Corps Acculturation Program (MCAP) - 1/16/2013 8:00:00 AM Herbert Yee Cancelled by Cancelled Nerris CIV Holly B
Instructor S
Done / Trusted sites | Protected Mode: Off 43 v ®100% -
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To View Your Registration(s)

Please note: To view your registration(s), you must have registered yourself. If anyone other than yourself
completed your registration, you will not be able to view your registration.

To view a registration you need to be in HROM Training Registration Portal; [Click Here] to access the site.
Please remember, you need to select your email certificate on your CAC.

L W
Windows Security

Select a Certificate
To Cancel yg¢

Tocancel a r - bre] to

access the sif Issuer: DOD CA-30

Valid From: 12/27/2012 to 12/27/2015

lad

Issuer: DOD EMAIL CA-30
Yalid From: 12/27/2012 to 12/27/2015

Click here to view certificate prope...

(<]

OK l | Cancel

Once on the page, you will be able to see all your current and previous registrations. The information you
can learn from viewing your current and previous registrations is your registration status (Reg Status) and
Student Attendance.

HQMC Training Registration Welcome Norris CIV Hally B = | MySite | Mylinks > | @

Al sites AP | Advanced Search

HQMC Training Registration = HROM Training Registration ~ Site Actions v

Version: Published (34.0) Status: Published and visible to all readers

Page » | Workflow v | Tools = | |3 EditPage

HQMC Training Registration > HROM Training Registrations

Welcome Links < l About HROM-Sponsored Onsite Training kd

S Training Type : HROM (14)

The Human Resour and Organizati (HROM) Branch is committed to providing quality training opportunities to develop
Analytical Problem Salving
- and enable employees and supervisors to realize their potential by strengthening their knowledge, skills, and professional/leadership competencies.
qual Employmen
Opportunity (EE0) and HROM training opportunities are open to civilian employees, supervisors and managers.
Diversity Training

Leadership for Managers
and Supervisors

Leading In A Changing

Environment
IR At My Course Registrations E
Pragram (MCAP) Your courses are displayed by Current and Previous. Please double-check each list to ensure that you are properly registered, or if you were cancelled for a course.
(To register, 1. Select the course title from the list at the left. 2. Check the box of the desired course instance. 3. Select ‘Actions | Register for Selected Course’
CErlEr= e (To cancel = registration, 1. Check the box of the desired Course. 2. Select 'Actions | Cancel Registration")
New Employee Orientation
(NEQ) AEEETE Search @ Help
New Supervisor Crisntation
N50) Specific Instance of Course Student Name Reg Status Student Attendance
Offiee of Workers Analytical Problem Solving - 7/17/2013 8:00:00 AM Confirmed Pending
Compensation Program ——
{owen) Equal Employment Opportunity (EEQ) and Diversity Training - 4/23/2013 Confirmed Pending
12:30:00 PM
gﬁ;"ﬁ:::i i Eguaaé Eurﬂayment Opportunity (EEQ) and Diversity Training - 4/23/2013 Confirmed Pending
Folanmenunes 130:
! Toueted citme | Drntected Made: OFf v mAN0% v

~0 ~


https://ehqmc.usmc.mil/sites/HQMCTraining/HROM/Pages/Default.aspx
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Reg Status Terms:
e Confirmed - student has a seat in the class

e Standby - student does not have a seat in the class but is on the standby list and can be placed in the class as
seats become available

¢ Ineligible — student is not eligible to attend the class (there can be various reasons for this)

e Cancelled by Instructor - registration was cancelled by someone in the Training and Workforce Development
Unit

e Cancelled by Student - registration was cancelled by student

Student Attendance Terms:

e Attended Full Class — student attended the class in its entirety

o Attended Portion of Class — student attended only part of the class

o Excused Absence - student was excused for being absent

¢ Not Accommodated - the Training and Workforce Development Unit was unable to provide the student a seat
in the class

o Not ARHM-Sponsored Training — the Training and Workforce Development Unit did not sponsor the class,
only assisted with the registration process

o No-Show - student did not attend the class and did not notify the Training and Workforce Development Unit of
their absence

You can also view a registration from a specific class page. Once in the HROM Training Registration Portal,
select the class page you would like to visit on the left, see red arrow.

HQMC Training Registration

Wekcome Norris CIV Holly B @ | My Site | Mylinks = | @

HQMC

THE FEW. THE PROUD. THE MARINES.

All Sites - £ | Advanced Search

HQMC Training Registration | HROM Training Registration ~+ Site Actions

Version: Published (34.0) Status: Published and visible to all readers

Page = | Workflow ~ | Tools ~ | |3 EditPage

HQMC Training Registration > HROM Training Registrations

Welcome Links < l About HROM-Sponsored Onsite Training -

G

S Training Type : HROM (19)
‘Analytical Problem Solving The Human Resources and Organizational Management (HROM) Branch is committed to providing quality training opportunities to develop
S and enable employees and supervisors to realize their potential by strengthening their knowledge, skills, and professional/leadership competencies.
qual Employmen i
Opportuity (20} and HROM training opportunities are open to civilian employees, supervisors and managers.
Diversity Training
Leadership for Managers
and Supervisors
Leading In A Changing
Environment
IR At My Course Registrations
Program (MCAP) Your courses are displayed by Current and Previous. Please double-check sach list to ensure that you are properly registered, or if you were cancelled for a course.
r— 7 (To register, 1. Select the course title from the list at the left. 2. Check the box of the desired course instance. 3. Select 'Actions | Register for Selected Course')
laval Correspondence

(To cancel a registration, 1. Check the box of the desired Course. 2. Select 'Actions | Cancel Registration®)
New Employee Orientation
(NED)

Actions - Search & Help
New Supervisor Crisntation
N50) Specific Instance of Course Student Name Reg Status Student Attendance
Offiee of Workers Analytical Problem Solving - 7/17/2013 8:00:00 AM Confirmed Pending
c tion Py
oy oreerEm Equal Employment Opportunity (EEQ) and Diversity Training - 4/23/2013 Confirmed Pending

12:30:00 PM
gﬁ;"ﬁ:::i i f?”?é irg;;\;yment Opportunity (EEQ) and Diversity Training - 4/23/2013 Confirmed Pending

! Toueted citme | Drntected Made: OFf v mAN0% v

~10 ~
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You will be directed to the class page. Once on the page, you will be able to view the registration under My
Registrations, see red arrow.

£ Equal Emplayment Dpportunity (EED) and Diversity Training - Micresaft Internet Explorer provided by NMCI

@ R T e AR o 0127, e bgoSharad e B

Fie EM Yow Fgebes Took  Help
WF O i Enkrsent Opoertunty (EE0) el Dty T, - B - e - D Te -
w THE FEW. THE PROUD. THE MARINES. T =i B a4,

MQHE Training Registration | HA0M Trenng Segsiaton

Equal
Employment
Opportunity

Equal Employment Opportunity (EEO) and Diversity Training

Coursa Dascription: niliar

Bl Hail Thea
Preraquis
To Aagatar for an mstanca of s Courss, plaase:
+ Click on the box to the left of the course instance below
« Chick ¢n the Actions menu
» Selact "Register for Salectad Course™
+ Enter your student nformabion
i = o Help

Loaded aefa dr B

Ealea, 2 r . 4 gt
& Helo
Srusent Name
ed it F
Losded Laf 1 *+ @
Eore o Trusted shes 100

~11 ~
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To Cancel Your Registration(s)

Please note: To cancel your registration(s), you must have registered yourself. If anyone other than yourself
completed your registration, you will not be able to cancel your registration(s). If this is the case and you
need to cancel a registration, please contact the Training office by [Clicking Here] or calling 703-604-2755.

To cancel a registration you need to be in HROM Training Registration Portal; [Click Here] to access the site.
Please remember, you need to select your email certificate on your CAC.

[

F |
:
il
i

’ W
Windows Security

Select a Certificate
To Cancel y¢

To cancel a r
access the sit

(a1 (=]

Issuer DOD CA-30
Valid From: 12/27/2012 to 12/27/2015

Issuer DOD EMAIL CA-30
Valid From: 12/27/2012 to 12/27/2015

Click here to view certificate prope..,

0K l [ Cancel

Once on the page, you will be able to see all your current registrations. You can cancel a registration from this
page. You must first select the Specific Instance of Course that you would like to cancel, see red arrow.

s HQMC

THE FEW. THE PROUD. THE MARINES. dee . 5] Advermd S

HQUMC Training Registration | HROM Training Registration Site: Actions &
Version: Published (34.0)  Status: Published and visible to all readers

Page » | workflow = | Teols = | [E3 EditPage

HQMC Training Registration > HROM Training Registrations

Welcome Links = jj About HROM-Sponsored Onsite Training £

S Training Type : HROM (14)
‘nalytical Problem Solving The Human Resources and Organizational Management (HROM) Branch is committed to providing quality training opportunities to develop

—— 5 and enable employees and supervisors to realize their potential by strengthening their knowledge, skills, and professional/leadership competencies.
qual Employmen

Opportunity (E20) and HROM training opportunities are open to civilian employees, supervisors and managers.

Diversity Trairing

Leadership for Managers
and Supervisors

Leading In A Changing
Environment

Marie Corea Acafarstion
Program (MCAP) Your courses are displayed by Current and Previous. Please double-check each list to ensure that you are properly registered, or if you were cancelled for a course.

(To register, 1. Select the course title from the list at the left. 2. Check the box of the desired course instance. 3. Select *Actions | Register for Selected Course')
Naval Correspondence (To cancel a registration, 1. Check the box of the desired Course. 2. Select "Actions | Cancal Registration')

New Employee Orientation
(NEO)

Actions - search @) Help
New Supervisor Orientagign
] Specific Instance of Course Student Name Reg Status Student Attendance
Analytical Problem Solving - 7/17/2013 8:00:00 AM Confirmed Pending
o ] Equal Employment Opportunity (EEC) and Diversity Training - 4/23/2013 Confirmed Pending
12:30:00 PM
g;%f;ﬁ?s;i d [F]  Equal Employment Opportunity (EEQ) and Diversity Training - 4/23/2013 Confirmed Pending
12:30:00 PM

~12 ~
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Training Registration Guide

Once you have selected the registration you would like to cancel, click on the Actions box (see red arrow
number 1) and then click on Cancel Registration (see red arrow number 2).

HQMC

THE FEW. THE PROUD. THE MARINES.

Al Sites - | Advanced Search

HQMC Training Registration = HROM Training Registration ~ Site Actions =

Versi

Published (34.0) Status: Published and visible to all readers

Page |'\-\.‘crkﬂc', o ‘chls' ‘ 57 EdtPage

HQMC Training Registration > HROM Training Registrations

Welcome Links About HROM-Sponsored Onsite Training ©

D Training Type : HROM (14)
‘anlytica Problem Selving The Human Resources and Organizational Management (HROM) Branch is committed to providing quality training opportunities to develop
and enable employees and supervisors to realize their potential by strengthening their knowledge, skills, and professional/leadership competencies.

Equal Enployment HROM training opportunities are open to civilian employees, supervisors and managers.

Opportunity (EEC) and

Diversity Training
Leadership for Managers
and Supervisars
Leading In A Changing
Environment
Marine Corps Acculturation | ki L i
Program (MCAP) Your courses are displayed by Current and Previous. Please double-check each list to ensure that you are properly registered, or if you were cancelled for a course.
(To register, 1. Select the course title from the list at the left. 2. Check the box of the desired course instance. 3. Select 'Actions | Register for Selected Course')
Naval Correspondence (To cancel a registration, 1. Check the box of the desired Course, 2. Select 'Actions | Cancel Registration”)

New Employee Orier

Actions - Search & Help
n

(Nso) Cancel Registration Student Name Reg Status Student Attendance

Gffice of Workers £nalytical Problem SolviNgE 7/ 17/ 2013 6:00:00 AM Confirmed pending

Compensation Program

(owcr) Equal Employment Opportunity (EEO) and Diversity Training - 4/23/2013 Confirmed Pending

- 12:30:00 PM
g;?"ﬂm”'ﬁfggg‘” - & Egti;gfnrg;g;yment Opportunity (EEO) and Diversity Training - 4/23/2013 Confirmed Pending

Fnllabnrabinn

You should then see the screen shown below.

Diversity Training and managers.
Leadership for Managers
and Supervisors
Leading In A Changing
Environment Cancel Registration Use this action to cancel your registration. If
T e e you did not check an item to select it (on previous screen), then * indicates a required field
ou may receive an errar.
Pragram (MCAP) ¥ i
Your pancelled for a course.
Naval Correspondence M Eora Coms')
New Employee Orientation | (To G
(NEO)
Mew Supervisor Orientation . .
50) Ak Running Action... 9 Help
Office of Workers = Student Attendance
Compensation Program
{owice) [5] pending
Organizational =] Pending
Communication and
Collaborati
elenerEton | Pending
Plain Language Writing for
Federal Employees il pending
Pre-Retirement Planning -
Mid-Career (=] Pending
Pre-Retirement Refresher
(CSRS/FERS) g Pending
Retirement Planning - FERS
a @] Pending
B Pending
= Pending
E Pending
B Pending
] Pending
B Pending
=] Pending
7/31/2013 8:30:00 AM
Equal Employment Opportunity (EEQ) and Diversity Training - Holly Norris Confirmed Pending
7/31/9013 A-a0.00 AM
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When the cancellation is complete, you should see as shown below. You can close the screen, see red arrow.
You should also receive an email notifying you of the cancellation.

Diversity Training and managers. l
Leadership for Managers
and Supervisors
Leading In A Changing
Environment Cancel Registration Use this action to cancel your registration. If
) you did not check an item to select it (on previous screen), then * indicates a required field
Marine Corps Acculturation e e e
Program (MCAP) My g c Registration has b C lled
ourse Registration has been Lancelle
e — - zf_g;rr gl ancelled for a course.
Mew Employee Crientation | [(To o
(NED)
Mew Supervisor Orientation | gt Help
(Ns0) 9
Office of Workers =] Student Attendance
Compensation Program
fowce) = Pending
Organizational e
Communication and 8 4
Collaboration B o
Plain Language Writing for
Federal Employees B Pending
Pre-Retirement Planning -
Mid-Career =] Pending
Pre-Retirement Refresher )
(C5RS[FERS) = Pending
Retirement Planning - FERS
2 B Pending

(=] Pending

= Pending

= Pending

=] Pending

] Pending

a pending

s pending

7/31/2013 8:30:00 AM
1 Fansl Fmnlaumant s inibe (EFAY and Rivarsibe Trainina - Halls Marris ranfirmad Bandina

To verify your cancellation, you can go back to main HROM Training Registration page. Under Previous
Registrations, find the course you cancelled from, the Reg Status should read Cancelled by Student, see red
arrow.

Previous Regist
Egual Employment Search  Reset &) Help
Specific Instance of Course Student Name Reg Status Student Attendance
Equal Employment Oppertunity (EECQ) and Diversity Training - Cancelled by Instructor  Cancelled
4/23/2013 12:30:00 PM
Equal Employment Opportunity (EEQ) and Diversity Training - Cancelled by Instructor Cancelled
4/24/2013 12:30:00 FM
Equal Employment Oppertunity (EEC) and Diversity Training - Cancelled by Instructor  Cancelled
4/24/2013 8:30:00 AM
Equal Employment Opportunity (EEQ) and Diversity Training - Cancelled by Instructor Cancelled
4/24/2013 8:30:00 AM
Equal Employment Opportunity (EEQ) and Diversity Training - Cancelled by Instructor  Cancelled
4/24f2013 8:30:00 AM
Equal Employment Opportunity (EEQ) and Diversity Training - Cancelled by Student Cancelled
7/31/2013 8:30:00 AM
Equal Employment Opportunity (EEQ) and Diversity Training - Cancelled by Instructor  Cancelled
8/1/2013 12:30:00 PM
Ready. Loaded 7 of 7 | *+ @
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You can also cancel a registration from a specific class page. Once in the HROM Training Registration Portal,
select the class page you would like to visit on the left, see red arrow.

ehqme.usme.mil/sites/HOMC Training/HROM/Pages/Default.aspx

¢ Favorites | 5% @) Total Workforce Manage... €] Registration Site

= Y ®
55|~ | @ Pages - Default {& Total Workforce Manage... | @ Marine Corps Acculturatio... .@Pagas—Default x| fi v B v 0 e v Pagev Safety~ Tookv @+

HQMC Training Registration

HQMC

THE FEW. THE PROUD. THE MARINES.

@ | Mysite | MyLinks = | @

Site Actions =

HQMC Training Registration  HROM Training Registration ~

HQMC Training Registration > HROM Training Registrations

m

About HROM-Sponsored Onsite Training -

URL

= Training Type : HROM (17)

“analytical Problem Solving The Human Resources and Organizational Management (HROM) Branch is committed to providing quality training opportunities to
develop and enable employees and supervisors to realize their potential by strengthening their knowledge, skills, and
Eap‘-‘pilrmltzyg:gt) e professional/leadership competencies. HROM training opportunities are open to civilian employees, supervisors and managers. o

Diversity Trairing

Leadership for Managers
and Supervisors

Leadership for Non-
Supervisors

Leading In A Changing My Course Registrations d
Environment Your courses are displayed by Current and Previous. Please double-check each list to ensure that you are properly registered, or if you were cancelled for a course.
(To register, 1. Select the course title from the list at the eft. 2. Check the box of the desired course instance. 3. Select "Actions | Register for Selected Course’)

WMarine Corps Acculturation | (T cancel a registration, 1. Check the box of the desired Course. 2. Select 'Actions | Cancel Registration')

Frogram (MCAP)
Naval Correspandence

Actions - Search @ Help
New Employee Crientation
(NEC)

/ Trusted sites | Protected Mode: Off A ov ®B100% v

Once on the page, under My Registrations, you should see your registrations. Please check the box beside
your registration (or the registration you want to cancel). See red arrow.

3 ) Brown CIV Howard L g8 Google Docs « Al tems [l HROM Home [l HROM Logm g Microsot Outlook Web A 8 RPATS-EL g8 Training Regictration. ' Web Sice ¥ ] Home - HOMIC AR Division
= = 8 Honse - ARH (HAOM) Bee. |} Custonnize 8 Pages- ARDiv_Heme 8 Pages - ARDw_[ditars &0 Your Profile | milliesk Ho.. | 8 Marine Corpa Accoltur., fov B o0 v Fagew Sy Tockw @
HMG Training > MROM 0 i

Marine Corps Acculturation Program (MCAP)

& Cargs:
Maximum Registrant
Preredusits
To Register for an instance of thes Course, pliase:
+ Click on the box to the left of the course Instance below
= Chck on the Actions menu
* Select "Reguter for Selected Course”
= Enter your student information
r
Artiens = Saarch o Haip
Specific Instance of Course Course Status Class End Lecation
oulturabon Program (] Open Pentagon , Conference Room 3
Open Quantico
Open Quantico
Open Pentagon Conference Room 3
cultur atson Program (MCAP 100:00 AN Open

Quaritics - USME Museumn, Traler =2
Loaded 5ol 51 +4 &

My Registrations
To Cancal for an INELANca of any regstared Courss, please dick on tha Do to the lft of tha CoLEs INELance below, ok on the ACORS menu, and salect “Cancel Fastng RegEtraton..

Artions= Sparch

W Help
Specfic Instance of Course Student Nama Reg Status Studant Atendance  Created @y
¥ Manne Corps Asculturatzan Progeam (MCAP

Ready.

- 6/18/2012

Confrmed Pendmg Drov

Howard L
Losded 10l 1) *» @

— /" Trusted sites | Protected Mode: Off a= BUSE ~
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Once you have selected the registration you would like to cancel, click on the Actions box (see red arrow
number 1) and then click on Cancel Registration (see red arrow number 2).

e | | ] gin @] B FPATSE | Training Regiration @] Web Sice fiadery = ] Home - HOMC AR Diviion
i {12 Vour Pofie | millook H... | 8 Manine Corps Accutur.. v B - s - Page~ Safey - Tock~ i~

Marine Corps Acculturation Program (MCAP)

‘Course Desaription: Increase or updatie your knowkdge of the Marng Corps histany, culure, Customs, courteses, miltary ranks, jangon, and organizational structuse. For a miare detiled course deserpbon,
o Click Here.

Course Length (Days): 7

Course Hours: 0800-1600

Course ) Covlan Mares v £ the Marine Corps or who woukd Bk to learm more about the Manne Corps.

To Register lor an instance of this Course, please:

+ Click on the box to the left of the course instance below

= Click on the Actions menu

= Select "Register for Selected Course”

» Enter your student information

|

Aetions = B | “‘e 'mb

1 Speciht instance of Course Course Status Class stam = Class Ena Locavon |

[ Manne Coms Aceuturation Prageam (MCAP) - 5/21/2013 6:00:00 AM Open 05/21/13; 0800 05/27/13; 16:00 Pentagan - 2C253, Contarence Racm 3

£ manna Corps Accuturation Pragram (MCAR) - 6/19/2013 £:00:00 AM apen D5/19/13; 08:00 06/20/13; 16:00 Quantica - LISMC Mussum, Trasar #2

1 manine Corps Acculturation Program [MCAR) - 7/1772013 £:00:00 &M Open 07/17/1%; 08:00 O7/18/13; 16:00 Quantico - USMC Museum, Traider #2

I

Marine Corpé Acculturation Program (MCAR) - 8/20/2013 8:00:00 &M Open 08/20/13; 08:00 08/21/13; 16:00 Pentagon - 20253, Conference Room 3
__ Maring Corps AccuRuration Program (MCAR) - 9/18/2013 8:00:00 AM Qpen U9/18/13; 08:00 09/19/13; 16:00 Quantico - USMC Museum, Trader 22 |
Loaded Sof 5 4 &

5 Student Attendanca 'cum_aw
Kocrmed _Pending Brown iy Howand L | W

' Tnmsted stes | Protected Mode O s " -

B FPATSE ) Toaining Feiration 8] Vieb Sice fisdery = [ Home « HGMC 28, Division
] o Profie | ilouk Ho... | {8 Marne Corps Accutuur.. BB P Sy

Cancel Registration Use this sction to cancel your registration. 1
: an item to pres 1), then

Running Action...

Done o Tnmsted stes | Protected Mode O s Rk~
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When the cancellation is complete, you should see as shown below. You can close the screen, see red arrow.
You should also receive an email notifying you of the cancellation.

B FPATSE ) Toaining Feiration 8] Vieb Sice fisdery = [ Home « HGMC 28, Division
] o Profie | ilouk Ho... | {8 Marne Corps Accutuur.. Bic B <0 e v Pages Saferyr Tosk- @

.r;m“... - :

Cancel Regstration Use this action Lo cancel your registration. If
you did et chack an tem to select £ [on previous screen), then
o receive an efror,

Course Regi

Bo0px. o Tnmsted stes | Protected Mode O s Rk~

To verify your cancellation, you can go back to the appropriate course page (For this How To, | am going to
select the Marine Corps Acculturation Program course page). Under My Registrations, find the course you
cancelled from, the Reg Status should read Cancelled by Student, see red arrow.

Pw

Marine Corps Acculturation Program (MCAP)

Course Description: Increase or update your knowledge of the Marine Corps history, cubure, customs, courtesies, miany ranks, fargon, and sir . Far detaded descryen
i Clck Here.
‘Course Length (Days): 2
Course Hors: H800-1600
icdience: Al v ity Corps.of whor would Boe 10 learm mone about the Manne Corps.
_Madinum Registrants: 5
Prerequisites: Nane
To Register for an instance of this Course, please:
« Click on the box to the left of the course instance below
® Click on the Actions meny
® Select "Register for Selected Course™
= Enter your student informaticn
.
Actions~ Saarch @ Hop
1 Sowche instane of Couse Courvs Status Class Stars = Class nd Locamin ]
] Marices Corpa Acculturtion Program (MCAP) - 5/21/701 8:00:00 AM Open 03/21/13; 00:00 05/22/13: 16:00 Perfagon - JC253, Conference Room 3
B 19/ B:00:00 AM Opan 06/19/13; 08:00 06/20/13: 16:00 Cuasnticn - USMC Muteus, Trader #3
) Marine Coms Acouturation Program (HCAP) - 7/17/2013 £:00:00 4 Open 07/17/13; D800 O7/18/13; 16:00 Quanticn - USHC Museum, Traler 52
Fl  Manne Coms Acoulturation Program (MCAP) - 8/20/2013 8:00:00 A Open 08/20/13; 08:00 08/21/13; 16:00 Pertagon - 2C253, Conference Room 3
1 manne Corps Actulturation Program (MCAP) - 9/18/2013 8:00:00 4M Openy 09/18/13; 08:00 0S/1913; 16:00 Cuuanticn - USMC Mussum, Trader 22
| Ready, Loaded S0l5 4 0
Ta Cancel for an IStance of any regrtened Course, DHase dhok on EHe Box £ the left of Ehe course Istance balow, thdk on the ACKoNS Mmernl, and Sekect -Cancel EXSNg Restraton .
Ations Search W Helo
[ Spechic instance of Course st i Eag Status Fr—— | |
B Manre Corps Accufturation Progran (CAP) - 6/19/2011 8:00.00 A4 3 hncaad by Sudane Cancalibd oL
Feady, 1ol1 4r @ .|
= —
g S ] fav Wi v
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HQI Intranet Account Request

To register for any course, you must first have an HQI intranet account to register. [Click here] to request an
HQI account.

When accessing the site, please select the email certificate on your CAC.

ows Internet Explore

kiRl | htps://<hamesupport usme milsites/mewar/default.aspx +[4+] % | BY Google

i Favorites | 5k & Total Workforce Manage... £ | Registratien Site

) hitps://ehgmesupport.usme.mil/sites/mewar/de. Yi ~ B v @ v Pagev Safetyv Toolsw @+ 7

- ~
Windows Security =

Select a Certificate
\ Issuer: DOD CA-30
Valid From: 12/27/2012 to 12/27/2015
‘ Issuer: DOD EMAIL CA-30
Valid From: 12/27/2012 to 12/27/2015
Click here to view certificate prope...

|

. J / Trusted sites | Protected Mode: Off v ®100% v

Once on the site, follow the instructions given. If you need additional help, you can view the How to Request
New HQMC Portal/MCATS Access Account, see red arrow.

i Favorites | 5k & Total Workforce Manage... £ | Registratien Site

{8 https://ehgmesupport.usme.mil/sites/mewar/de. Yi ~ B v @ v Pagev Safetyv Toolsw @+ 7

THE FEW. THE PROULD. THERQMARINES.
WK

This Site: eHQMC Account Rec v

Marine Corps Account Request Site

PLEASE CLICK BELOW TO HOW TO

Step 1: REQUEST NEW HQMC PORTAL / MCATS ACCESS ACCOUNT
REQUEST eHQMC PORTAL / MCATS ACCOUNT DIGITALLY SIGNED EMAIL

Step 2:

After Submitting the request for access you will need to send a digitally signed
email to HQMC IT Support Helpdesk{HQMCITcenterHelpDesk@usmc.mil).

Your email address must be a .mil address. Instructions on how to digitally
sign an email are posted under the link list to the right -------- >

/ Trusted sites | Protected Mode: Off A ov H100% v

- B0
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Training Registration Guide

HROM Training Office Contact Information:

SMB.HOMC.ARHB.TRNG@usmc.mil
703-604-2755

List of Helpful Links:

Human Resources and Organizational Management (HROM) Site:
http://www.hgmc.marines.mil/hrom/UnitHome.aspx

HROM-Sponsored Training page:
http://www.hgmc.marines.mil/hrom/SponsoredTraining.aspx

HROM Training Registration Portal:
https://ehgmc.usmc.mil/sites/HQMCTraining/HROM/Pages/Default.aspx
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	Civilians and their supervisors have easy access to free on-site training classes sponsored by the Human Resources and Organizational Management Branch (HROM). Classes are conveniently held at the Pentagon and MCB Quantico, and include soft-skills tra...

