
Billet Owner Guide: 
Checking the Status of a Requistion

Talent Marketplace
Your journey starts here



TERMINOLOGY DEFINITIONS

Assignment Team – The office responsible for position management, such as the MPF, RIO/Det, ARPC/DPAA, 
HAF/REG

Billet Owner – Often referred to as Hiring Official, Hiring Authority, Position Owner or other delegated hiring 
representative

Nominative – Turning this option on will not allow the volunteer to apply for any other position until a fill has 
been selected and the hiring process has been completed

Requisition – This is the position advertisement



Using Google Chrome or latest version of Microsoft Edge, login to MyVector at https://myVector.us.af.mil/

Or: Use the AF Portal https://www.my.af.mil/ and type “MyVector” in top right search box.

Click

***See “How to Login to Talent Marketplace” guide for further help, if needed***



Click the “Begin” button in the “Billet Owner” tile



Click the “Special Assignments” tile to view your: 

• Available For Requisition - Positions turned on for requisition (ready to advertise)
• Requested – Requisitions submitted for advertisement

 All Billet Owners assigned to that position number can see the request, even submitted by someone else
• Ready For Bidding – Job IDs in an open bidding window (view/bid volunteer applications)



“Available For Requisition” tab

These are positions that you are assigned to as a Billet Owner and the Assignment Team has allowed Requisition

*Note: May not include all positions in your “Positions” tile. Contact the Assignment Team for questions.*



“Requested” tab

This reflects all of the requisitions submitted for advertisement
All Billet Owners assigned to that position number can see the request, even submitted by someone else



How to check the status on the “Requested” tab

The status column will reflect where the requisition is in the process

Advertised
 Reflected while the Job ID is open, only the 

Assignment Team can close the Job ID – typically 
not closed until after hire is confirmed

 Reflects this status while advertisement window is 
open and while bidding window is open

Pending
 Submitted by Billet Owner, pending at Assignment 

Team for action

Removed
 Only removed by Assignment Team, see “Removed 

comments” in Job ID for info

Expired
 Job ID ad/bid windows closed with no action taken

Disapproved
 Disapproved by Assignment Team, see 

“Disapproved Remarks” in Job ID for info

Matching Complete
 Bid has been Matched and Job ID has been closed



How to check the comments from the Assignment Team

Click the Job ID to see the comments on the right side of the page

SMSgt Ryder, Flynn

TSgt Von Schweets, Vanellope

TSgt Von Schweets, Vanellope

Assignment Team will add remarks as to why the requisition was 
disapproved – you will not receive an email notification

Submitting Billet Owner comments to the Assignment Team,   
i.e. “Open to all AFSCs” “Incumbent is retiring 30 Sep”, etc.

Assignment Team will add remarks as to why the requisition was 
removed (typically a duplication) – you will not receive an email 
notification



Frequently Asked questions
• Will I receive an email when a requisition status changes?

• No. You will only receive a notification when your bidding window is open.

• I am receiving a system error when I try to view or submit an 
advertisement, who do I contact?

• Please submit a trouble ticket in MyVector > Help > Submit Support Ticket


