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Computer Training Video Script Outline:  

CIVFORS Goal-No Goal

	Objective and audience
	This movie shows how to view both a goal and a no-goal forecast in CIVFORS, and graph the results in Excel.  The forecast is done for a MACOM.

This movie covers basic CIVFORS processes and operations and is aimed at an audience who is new to CIVFORS.

It covers:

· Selecting corresponding goal and no-goal forecasts from the list of published forecasts.

· Identifying the population to be viewed.

· Selecting the file types (strength and targets).

· Viewing the results, copying them into Excel. 

· Graphing the results in Excel.

Prerequisites:  CIVFORS NoGoal computer training video, basic familiarity with Excel.


	Setup
	Setup requirements:

· A user ID to access CIVFORS. 

Begin recording at the CIVFORS main menu (already logged in).  Have Excel open to a blank worksheet, but minimized. 


SCRIPT

Part 1: Selecting both a goal and a no-goal forecast

	Action
	Script

	(intro)
	In this movie, we’re going to view both a goal and a no-goal forecast together. 

This is a follow-on to the basic CIVFORS NoGoal video and builds on what was demonstrated in that video.  

	Point to screen title.
	I’ve already logged in and am at the main menu of CIVFORS.

	Click on “View Published Forecasts”
	As before, I’m going to select, “View Published forecasts”.

	Scroll, then Ctrl-End to go to bottom of list.
	The forecasts that I want to use are at the very bottom of this list – the ones beginning with “USDH”.  I’m going to scroll or jump down to the bottom.

	Point to USDH, Mil forecasts.
	I’m looking for two forecasts that cover USDH, Military functions – one a goal forecast and one a no-goal.  

Remember that a no-goal forecast addresses the question, “what is our projected population size likely to be if history were to repeat itself?”  A goal forecast, on the other hand, includes target levels, and may require additional hiring – or a slow down in hiring – in order to attain those goals.  The goal information comes from SAMAS (Structure and Manpower Accounting System). 

	Point to model names
	I also want them to both be based on the same model.

	Point to history ending.
	Lastly, I am going to look for two forecasts that have the same “history ending” date – in this case, end of FY02. 

	Select the two forecasts, then click the <View> button.
	I’m going to select both these forecasts, then click the View button.

	Select strength and targets.
	Now we can identify the file types and the population that we want to focus on.  For file types, I’m going to select both strength and targets.  

I have a target file type available because one of the forecasts I selected was a “goal” forecast.  When you are using only a no-goal forecast, the target file option is not available.  

	Point to other file types.
	I’m not going to select other file types at this point, such as accessions or losses.  My first objective is to see which of these two forecasts is most likely to provide an accurate projection.  

	Click the Next button.
	Then I click the next button to proceed.

	Point to list of data elements.
	You may recall that we had a much larger list of data elements from which to select our population when we did the no goal forecast.  That’s because the target data that we get from SAMAS comes to us at the MACOM level.  It does not reflect targets for smaller populations such as an occupation.  We can, however, include a limited number of data elements when building a model with targets.  The actual data elements available on this screen will depend on how the model was set up. 

	Select MACOM.
	I’m going to look at a MACOM – in this case, MEDCOM.

	Click <Next>.
	Then I click <Next> to proceed. 

	Click the file folder to open the MACOM folder.
	On the Data Element Values screen, I identify the particular MACOM that I want.  I have to click on the file folder itself in order to display the values on the table.

	Select MEDCOM.
	I’ll select MC from the list of MACOMs.

	Click <Next>.
	Then I click <Next> to proceed. 

	Click <Next>.
	I’m going to use the default “table” option.

	Click “fiscal year.”
	I’m also keeping all the other defaults except I want to change the year processing to “Fiscal Year.”  

	Click <Next>.
	I’m done, and when I click <Next> my output will display.

	Point to Forecasts, File Types, Data Elements
	On our results screen, we see the selections that we made. 

	Point to goal lines.
	Notice that we have three data lines.  The first two are “goal” lines – one is the target levels, one is the employment level that CIVFORS is projecting.  

	Point to no goal lines.
	The third line is the NoGoal line, reflecting where this population would go if history were to repeat itself.  This appears reasonable just by glancing at the numbers, since we see a consistent rise during history, which would continue during the projection period.

	Select the data and copy it (Ctrl-C).
	We are going to select this data, copy it to our clipboard, and paste it into Excel for graphing.


Part 2: Graphing the data in Excel

	Action
	Script

	Restore Excel (cursor in cell A1).
	I’ve got Excel open to a new worksheet.  

	Paste the clipboard data.
	I paste in the data from the CIVFORS results screen. 

	Point to summary columns.
	Here’s the summary information about the data lines.

	Click the chart wizard.
	Once I select the data, I invoke the Excel chart wizard.

	Point to step 1 title
	This is step 1 of 4 in this wizard.  This is where I select the type of graph – we usually do a line graph.

	Click Next.
	Then I go to step 2. Here if need be I can make adjustments to my data and/or heading selections – but normally they will be fine as is as long as you selected them first.

	Click Next, point to option tabs across the top.
	On to step 3.  This step has a lot of options that you can use to make your chart look better.  You might want to incorporate a data table or add titles or labels, for instance.  

	Click Next, point to step 4 title.  Click “new sheet” option, name it MEDCOM Goal-NoGoal.
	The last step is to make this chart a separate page.  I might want to give it a designation.  

	Click Finish.
	Here’s my finished graph.

	Use draw menu, add line to separate history from proj.
	I’m going to add a vertical line to separate history from the projected period.

	Point to first line (blue)
	This is my target line.  Notice it only displays for the projected period – not for history.  This shows the target employment level for MEDCOM according to SAMAS.

	Point to second line (pink)
	This is the goal line that CIVFORS is projecting.  The CIVFORS model will try to get as close to the goal line as possible, but it is constrained by a number of factors.  For instance, unless the model is built otherwise, it will not assume a higher than normal attrition rate.

	Point to the third line
	This is the no goal line, showing where MEDCOM would go if history repeated itself.  This certainly looks reasonable since we are seeing a steady build up of employment levels over the historical period – a build up that continues into the projection period.  

	Point to pink line.
	Because the goal line is so much closer to the target levels than the no goal line, this is the forecast that I would use when getting accession requirement data and projected losses from CIVFORS, which we’ll cover in a separate video.

	Point to file menu
	At this point, you can save this file. 


Thanks for watching!
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