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Engineering Duty Officer Career Planner
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Overview

The Career planner is a tool for graphically presenting basic career information using a standard format.  Captain G. R. Bryant created the original Career Planner while he was the Commanding Officer of the Engineering Duty Officer School. His efforts lead to a common tool by which Engineering Duty Officers now communicate their career plans to the ED Detailers and those officers serving as counselors and mentors. Due to time constraints, the Engineering Duty Officer School has assumed the configuration management of the EDO Career Planner. The current point of contact is LCDR Scott D. Heller. LCDR Heller may be contacted via email at LCDR-Scott.Heller@edo.navy.mil, or via phone at (805) 982-6299/(DSN) 551-6299. 

The planner runs as a “macro” from within PowerPoint 97 or PowerPoint 2000. Other versions of PowerPoint may work, but have not been tested.  The planner has proven to run reliably on a wide number of Windows computers running MS Office.  That said, any user feedback or noted errors may be addressed to the current Career Planner POC noted above.

To Build a Career Slide

1.
Open the Presentation File “Career Planner 1.6b0”.  Note that a dialog box may appear asking if you want macros enabled.  Using the Career Planner requires that macros be enabled. 

2.
If the macros do not run, select the following menus: “Tools; Macro; Security…” Select “Medium” security level. Then quit PowerPoint and reopen the Career Planner.
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2.
Click on the screen where noted to create a new slide.

3.
Select the ‘blank’ slide from the NEW SLIDE dialog.

4.
From the VIEW menu, select SLIDE SHOW.

5.
Click the ENTER/EDIT DATA button after you are viewing the presentation as a slide show.
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6.
Fill in the applicable data under the tabs: Personal Info; Professional History; Career Plan; and Notes. Amplifying information for entering Career Plan data is below.
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NOTES: 

-
On the Career Plan ‘tab’, fill in the Option 1 tab as follows:

+
For prior tours, enter Report Date but not Tour Length.

+
For the current tour, enter Report Date and expected Tour Length.

+
For planned future tours, fill in the expected Tour Length but not Report Date.

-
On the Career Plan ‘tab’, the other option tabs may be completed in the same manner as Option 1.  However, to save time re-entering career history data, the other option tabs may be completed as follows:

+
Enter only planned optional future tours by entering Tour Length but not Report Date.  The first of the planned tours for an option tab will start at the end of the current tour entered on the Option 1 tab.

+
Reenter only a portion of the career history from the Option 1 tab.

 - 
All lists (except lists with dates) are “add after” lists.  This means that when an item is being added to a list, it will be added after the currently selected item in the list.  If no item is selected in the list, a new added item will be placed at the start of the list.  In the lists with dates, the item is placed in date sorted order.  In the Career History list, entries with dates are placed in date sorted order at the beginning of the list. Entries with Tour Length only are entered in the “add after” mode at the end of the dated entries.

7.
Click OK when done

8.
Press the ESC key to end the SLIDE SHOW

9.
From the FILE menu, select PRINT. Print both the SLIDE and NOTES pages (selectable towards the bottom of the PRINT dialog).
10.
Data can be edited by repeating from step 4

NOTE:  If you select SLIDE SORTER from the VIEW menu, select a slide by clicking it to highlight it, then select DUPLICATE from the EDIT menu, a second slide is created with all the data of the first slide.  Data on these slides can be edited separately to create ‘optional’ career path pictures (without having to reenter data).  Each slide can be separately labeled using the Title field at the top of the entry form.

Upgrade to a Newer Version of the Career Planner

1.
Open the Career Slide file you wish to upgrade.

2.
From the VIEW menu, select SLIDE SORTER.

3.
Select the specific slide(s) you wish to upgrade by clicking on it (Control clicking on them).

4.
From the EDIT menu, select COPY.

5.
Close the Career Slide file (without exiting PowerPoint).

6.
Open the newer version of the Career Planner.

7.
From the VIEW menu, select SLIDE SORTER.

8.
From the EDIT Menu, select PASTE.

9.
The slides are now in the newer version of the Career Planner.  To realize any of the upgrade changes, each of the transferred Career Slides must be updated by “running them” by starting at step 4 of the building instructions above for each of the slides transferred.

Modify the Reference Data

1.
Open any slide in the file.

2.
From the VIEW menu, select SLIDE SHOW.

3.
Click the ENTER/EDIT DATA button after you are viewing the presentation as a slide show.

4.
Select the “Edit Reference Data” button on the bottom right corner of the Career Data Form.

5. 
Note: This information will rarely need to be modified, and it will affect all slides made using this file, not just the current slide.

[image: image5.png]NOTE
Changss to the nformation on these Tabs' wil changs the refereice information for all sides inthe presentation. Normally
changes here are ot required.

ot | Corers Qulfcations | oata | -codes

warfare Qualfications

A Remove.

Aviaton Warfare Specilit
Enisted Surface Warfare Speciast
Explosive Ordhance Disposal Warfare
Basic Explosive Ordnance Disposal
Basic Parachuist

Diver, Second Class
Diving Officer
Intergrated Undersea Surveilance Sys.
Master Diver

Master Explosive Ordnance Disposal
Naval Aviator (Piot)

Naval Fight Offcer





Version History

Version 1.6b0

· Added Warfare Qualifications to the reference data, the career tab, and the main slide.

· Modified the display of career goals. Now each goal selected will be on it’s own line.

· Thanks to Capt. Bryant for the well thought out design and this great community tool. 

Version 1.6b1

· Shifted Rank and Name to the top of the title area to avoid overlap of long names and long titles.

2

_1077624148.doc
[image: image1.png]Enter/Edit Data







