
Billet Owner Guide: 

How to Add or Change Billet Owners
How to Add an Agent 

Talent Marketplace
Your journey starts here



Step 1 – 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.

Step 1a – Click “I agree” on the Notice banner

Click

https://www.my.af.mil/


Step 2 – Logon to MyVector

Click



Step 3 – Click on “Talent Marketplace” at the top of the screen 



Step 4 – Click the “Search” button in the “Billet Owner” tile 



Step 5 – Click the “Position” tile to view and access your positions

The number of 
positions reflected 

will show the number 
of positions you have 
assigned to you as a 

Billet Owner

Click



Step 6 – Select blue hyperlink position number to open the position information screen

Rank Last Name, First MI.



Step 7 – Click “Billet Owner” tab 
*Note: Position screen is the default view



**How to add another Billet Owner** 
*Note 1: The primary Billet Owner is visible to the field on the advertisement, and assumes responsibility as the primary manager for the ad.  
*Note 2: Other (alternate) Billet Owners will have the same view and edit access as the primary, however, their information is not visible to the 
field. This designation is appropriate for senior level hiring authorities, alternate POCs and Asgn Teams.
*Note 3: All changes are auto-saved

Step 2: Type Last, First
**Type Slowly**

Click to Submit

Step 1: Click 
+Add Another 
Billet Owner

CMSgt Shrute, Dwight K.

CMSgt Shrute, Dwight K.

Col Scott, Michael G. Repeat as 
necessary



**How to add a new Primary Billet Owner** 
*Note 1: The Primary Billet Owner is visible to the field on the advertisement, and assumes responsibility as the primary manager for the ad.  
*Note 2: Other (alternate) Billet Owners will have the same view and edit access as the primary, however, their information is not visible to the 
field. This designation is appropriate for senior level hiring authorities, alternate POCs and Asgn Teams.
*Note 3: All changes are auto-saved

Step 2: Type Last, First
**Type Slowly** Click to Submit

Step 1: Click 
+Add New 

Primary Billet 
Owner

CMSgt Shrute, Dwight K.

CMSgt Shrute, Dwight K.

Col Scott, Michael G.

OPTION #1

OPTION #2

Click “Make Primary” 
button. New primary 

Billet Owner will 
immediately populate.



**How to remove a Billet Owner**
*Note: All changes are auto-saved

Click “Remove” CMSgt Shrute, Dwight K.

Col Scott, Michael G.

CMSgt Shrute, Dwight K.



**How to add an Agent**
*Note 1: An Agent can act on behalf of the Billet owner in the system. Contact your Assignment team on 
specific policies that may limit their authority.
*Note 2: An Agent will follow the Billet Owner (person) not the unit (PasCode)

Type Last, First
**Type Slowly**

Successfully 
added as Agent

Capt HERMOINE J. GRANGER Click red circle to 
remove Agent



Frequently Asked Questions
• Will I receive an email when I am assigned Billet Owner access?

• Yes. You will receive a system generated email at the end of the day, as well as a notification on your MyVector dashboard.

• I am the primary Billet Owner, am I able to assign other Billet Owners?
• Yes. The primary Billet Owner will be the only person listed in the advertisement details for the field to view and contact. It is not 

recommended to assign senior hiring authorities as the primary billet owner while the advertisement is open to the field. 
• Multiple (alternate) Billet Owners may be added, such as the approval authority, or other members of the Assignment Team. 
• All assigned Billet Owners have the same system rights as the Primary and will be able to create or edit the ad, as well as see all the 

applications once available.

• How many Billet Owners can be assigned to a position?
• There is no know cap at this time. Please limit the Billet Owner access to ‘need to know’.

• How many Agents can be assigned under a Billet Owner?
• There is no know cap at this time. Please limit the Agent access to ‘need to know’.

• I am receiving a system error when I try to change a Billet Owner, who do I contact?
• Please submit a trouble ticket in MyVector > Help > Submit Support Ticket
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