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Talent Marketplace

Your journey starts here

Billet Owner Guide:

Review Volunteers for Position
Bid (Select) Volunteers for Position



Step 1- Receive system generated email from MyVector that there are volunteers ready to bid
*IMPORTANT* Close out dates are set at 2359 Coordinated Universal Time (UTC)/1959 Eastern Standard Time (EST)

Note 1: One system notification is sent at the end of day, if there is an action required.
Note 2: If you are not receiving natifications, please check your email information located in
your MyVector profile. For other issues, submit a Support Ticket under “Help".

% Reply all = ]E[Delete ®Junk Block

AFR Assignment & ADOS Opportunities Bidding - ACTION REQUIRED

Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from do.notreply@myvector.us.af.mil. | Show blocked content

do.not.reply@myvector.us.af.mil
k¢ .-
o Fri 7/16/2021 1:00 AM & © ) 7

To:

You must submit your bid for your special assignment advertisement (PSN#: 0M0777381, Job 1D: .dd | g / -
1680} to be considered by the assignment authority. This action must be completed by 762021 - BI In C Ose Out Set
11:59:59 PM. If no bid is submitted, it could impact a member's consideration by the assignment .

by Assignment Team

authority.

Please visit hitps-//myvector.us.af milmyvector/ o log in to MyVector.

Thank you,
MyVector Management Team

Reply Forward



Step 2 — Using Google Chrome or latest version of , login to MyVector at

Or: Use the AF Portal https://www.my.af.mil/ and type “MyVector” in top right search box
Step 2a - Click “I agree” on the Notice banner

MUVECTOR

Notice and Consent Statement

You are accessing a U.S. Government (USG Information System (1S} that is provided for USG-authorized use only.
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https://www.my.af.mil/
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Step 3 - Logon to MyVector
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Step 4 — On the MyVector home page, click the “Update Bids" hyperlink in the Notifications box

*Note: See slide #9 for alternate method to view Special Assignments page, if desired.

TALENT MARKETPLACE LATEST NEWS MENTORING RESOURCES @ HELP

MyVECTOR DASHBOARD

Profile Need help with this page?

B Latest News A Notifications & Alerts

Mentoring Connections

. . Naotifications Alerts
Development Plan Medical Provider Trends Tool  Global |
Asof 01 Jul 2021
Experience ntroducing a new resource for EFMP families. The Medical Provider Trends tool provides historical data Biddiﬂg Action Needed
on recemmendations for relocating with dependents by MAJCOM, base and specialty provider. Please
Bullet Tracker You are the billet owner for a billet currently being advertised as a Special Assignment. Please go

into Talent Marketplace and

Discussions Chrome is recommended browser for MyVector  Global |

As of 05 May 2021

My People tis required to use a modern browser such as Chrome to have full functionality of the site. Internet
Explorer will not support the functionality in the Myector platform.

[ My Documents

2 My Boards .Totf’fl”Fc_)_r_ce Joint Talent Tracking Management [ Global |
\
Special Assignments

Talent Marketplace [ Billet Owner Dashboard / Special Assignments

Available For Requisition Requested Ready for Bidding

A The advertised positions below are ready for your bidding action. This action must be completed within the suspense window and can be changed as long as the suspense has not expired. All advertisement details can be seen by clicking an the hyperlinked Jeb ID.

Advertised Billets (+][-]  volunteers Bids > I This page Wi// pop-up I

oy > OMOT777381 - TEST ONLY o Click Bid on an advertised billet to view volunteers, o Click Bid on an advertised billet to view bids.
Positions o
X Vols: 0, Bids: 0 | eic |
assigned —
> 0M0836481 - TEST ONLY
to the _
. Vols: 1, Bids: 0
Billet
7> 0M0842947 - TEST
Owner _
Vols: 1, Bids: 0




Step 5 — Review volunteers

Special Assignments

Talent Marketplace / Billet Owner Dashboard / Special Assignments

Available For Requisition Requested Ready for Bidding

A The advertised positions below are ready for your bidding action. This action must be completed within the suspense windew and can be changed as long as the suspense has not expired. All advertisement details can be seen by clicking on the hyperlinked Job 1D.

Advertised Billets (+]-) Volunteers Bids

> OMO777381- TEST ONLY o Click Bid on an advertised billet to view volunteers. o Click Bid on an advertised billet to view bids.
Vols: 0, Bids: 0 |_|

0836481 -

Vols: 1, Bids: 0 C/ICk arrow Of
> 0M0842947 - TEST pOSition to
Vols: 1, Bids: 0 VIeW detaI/S

L. Advertised Billets (+]=) Volunteers Bids
Position
. > OMO777381- TEST ONLY € clickBid on an advertised billet to view volunteers. © clickBid on an advertised billet to view bids.
detalls Vols: 0, Bids: 0 |_\
H “" ” H
v 0M0836481 - TEST ONLY CIdICk Job IDI to view
ad from applicant
Vols: 1, Bids: 0 . f pp
view
Auth Msgt Job1D: 1687 D>
Rank: PSM: 0M0836481 > . .
Location:  LOSANGELES PAS: LU4GFNQZ Click “PSN” to view
Organization: 0061 FORCE SUPPORT AFSC: 3F07T1 advertisement build
SQUADRON
AT Desk: 3FO0XX Personnel . . screen
Suspense: 15 Jul2021- 15 Jul 2021 > Blddlng
window —

»> 0M0842947 - TEST set by

Vols: 1, Bids: 0 I Asgn Team




Step 5a — Review volunteer, click “Bid”

Advertised Billets \E\

Volunteers (+[-]

> OM0777381- TEST ONLY

Vols: 0, Bids: 0 | eic
v 0M0836481 - TEST ONLY

Vols: 1, Bids:

~

Auth MSgt Job ID: 1687
Rank: PSN: OM0&36481
Location:  LOS ANGELES PAS! LU4GFNQZ
Organization: 0061 FORCE SUPPORT ~ AFSC: 3F07L

SQUADRON
AT Desk: 3F0XX Personnel
Suspense!  15.Jul2021- 15 Jul2021

> 0M0842947 - TEST

Vols: 1, Bids: 0

Link 2: View Losing

Commander recommendation
comments

‘ v sMsgt  Last, First M. -E- Communication & Inf... I

Mgt <:| 1 9 |
Losing Commander Recommendation: Recommendad - 2
Number of Bids: 3

Other Open Applications: 2 _ 3
Senior Leader Request(s) Submitted 2 0
Uploaded Documents: 2 4

Losing Commander Recommendation

Job ID: 1687

Duty Title: TEST OMLY

Recommended By: Lt Col

Date of Recommendation: 15 Jul 2021
Recommended Status: Recommendad
Recommendation Comment: Recommeand.

Link 3: View other

applications from this
volunteer, click blue hyperlinks

Link 1: Name
hyperlink will take
you to the

volunteer’s record.
All blue hyperlinks

will open specified
record.

Applied Date: 15 Jul 2021
PSN: OMO0842847
Position Duty Title: TEST

Applied Date: 15 Jul 2021
PSN: OMO777381

Other Open Applications for this Volunteer

Mote: Applications are considered open until matching is closed

Position Duty Title: TEST OMLY

record for Last, First M.
Jate Last Updated: 13 Jul 2021 View details

General

Experience summary
Education

Training

Awards and Decorations

View PCARS
* Export Enlisted Career Brief

& Refresh Individual Record

Link 4: Download application

documents, click blue
hyperlinks

Documents Uploaded for this Volunteer

File Name: ARPC Blue Letterhead Memo Template.docx
File Size: 123367

Last Updated By: SMSgt

Last Modified Date: 15 Jul 2021

File Name: afi36-2110.pdf

File Size: 3842573

Last Updated By: SMSgt

Last Modified Date: 15 Jul 2021




Step 6 — Bid on volunteer Option 1: Click ‘speech bubble’ to add

#Note 1 The term “Bid” means to select Billet Owner comments specific to PEtIOH 2 Cl,lck the )
*Note 2: The system will not allow you to bid after the Suspense date volunteer. Mandatory for all AGR person icon’ to view the
volunteer applications. personal record
Advertised Billets [+]7) Volunteers 4[5
> OM0777381- TEST ONLY ‘ v SMSgt ) - E- Communication & Inf... Billet Owner Comments
- General
Vols:0,Bids:0 {86} susy volunteer comments
Losing Commander Recommendation: Recommended Bt v o R )

v 0M0836481 - TEST ONLY | Number of Bids: 3 :,(lq.:l;;.sl?er will type these comments - seen by the Asgn Team Experience Summary

Vols: 1, Bids: 0 Other Open Applications: 2 -_-SEleCted Educati

m Senior Leader Request(s) Submitted [J: 0 - 1/ Select, 2/4 Selact... Education
Auth WSgt JobID: 1687 Uploaded Documents: 2 - Mot Selected Training
Rank: PSN: 010836481 Last Edit by 1 swards and Decorations
Location:  LOS ANGELES PAS: LU4GFNQZ . prsrRane mecEone
Organization: 0061 FORCE SUPPORT AFSC: 3F071 Bid Comments
?QU{DRO\J s . TEST View PCARS

AT Desk:  3FO)X Personnel Bidding Window —
ISuspense: 15Jul 2021 - 15 Jul 2021 A Set by Asgn Team * Export Enlisted Career Brief
> 0M0842947 - TEST y # Refresh Individual Record

Vols: 1, Bids: 0 Last Edltby:

‘ Save Comments ’

Option 3: Click the green A~ BE
thumb’s up to bid (select) the —
vol. If you do not wish to bid, | | |[7]5sq:
enter non-selection comment

. .. . aea
- Communication & Information

PROJECT MANAGER
Losing Commander Recommendation: Recommended
Senior Leader Request(s) Submitted [2: 0

o

and do nothing else.

Option 3a: Bid screen
view, if selected




OPTIONAL - How to change the ranking order on bids

*Note: Contact your Assignment Team for spedific polidies regarding who within a unit may submit a bid

Option 1: Use
your mouse and

highlight the
number in the box,
and type the
number you wish
to change it to, i.e.
highlight “1” and
type “2” over it.
Then the order will
change
accordingly.

Option 2: Drag
and drop name on

top of other name
to replace order



**Alternative Method to locating the Billet Owner page (if unavailable under “Notifications)**

Step 1: Click “Talent Step 3: Click “Special
Marketplace” Assignments” tile

DASHBOARD TALENT MARKETPLACE LATEST NEWS

MyUVECTOR
Billet Owner

B Latest News

Chrome is recommended browser for MyVector =D

rowser sucl unctionalit the site. Internef Talent Markstplace Billet Owne
Tofal Force Joint Talent Tracking Management =0 Positions Special Assignments
w supgort of cs : de aten —— s Fndnan .o razians
3F0X1 CFETP Update

RMSG

() Financial Readine

L

Step 2:”Cl{'ck “Billet Step 4: Click “Ready
Owner?” tile for Bidding” tab

Assignment Teams Search Positions (Read Only) Coordination Groups

= Q | = |

Coordination Groups

Talent Marketplace | Billet Owner Dashboard | Special Assignments

Manage Eligibles Search Pos:

Confirm Positions Manage Coordination Actions

Ready for Bidding

ailable For Requisition Reg

Match Candidates A f

A The advertised positions below are ready for your bidding action. This action must be completed within the suspense window and can be changed as long as the suspense has not expired. All advertisement details can be seen by clicking on the hyperlinked Job ID.

Billet Owner A Search AFR Assignment & ADOS
Opportunities
D o Rilete R .
- Q Advertised Billets [+]=]  Volunteers Bids
Submit Requisitions
Manage Reclama Requests Search AFR Assignment & ADOS » OMo777381 - TEST ONLY ﬂ Click Bid onan advertised billet to view volunteers. ﬂ Click Bid onan advertised billet to view bids.
Bid Officers to Positions Opportunities
Vols:0, Bids: 0 | & |




FREQUENTLY ASKED QUESTIONS

Will I receive an email when a position is ready to bid?
* 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. 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.

Can a volunteer apply for the same position more than once?
* No. If the applicant must make corrections, they are required to Withdrawthe application and submit the corrected version.

After I make a bid, can I change my mind?
* Yes. You can change your bid(s) for as long as the bidding window is open. The bidding window is set by the Assignment Team.
* Bidding window suspense will be annotated in the system notification, as well as on the “Ready for Bidding" screen under the “Advertised Billets” tile.

I am receiving a system error when I try to view or submit a bid, who do I contact?
* Please submit a trouble ticket in MyVector > Help > Submit Support Ticket

I am looking at a volunteers record on Talent Marketplace and it appears some data is missing?
* This information is pulled over from the personnel system. For any questions, contact the volunteer based on the contact information provided in the application.

I am unable to open an attachment from the volunteer, what happened?
» The system will not allow PDF portfolio or PDF with active digital signatures. For any questions, contact the volunteer based on the contact information provided in
the application.

I see that a volunteer has # amount of bids, what does that mean?
* This means the volunteer has been bid on # amount of times on their current open applications. While as a Billet Owner you can see the positions they have applied
for, you will not be able to view who bid on them and for which open positions.

A volunteer contacted me and said they submitted an application by close-out date listed, however they received an error that the ad had already closed?
e The close-out window is set at 2359 Universal Coordinated Time (UTC)/1959 Eastern Standard Time (EST). https://timeanddate.com

I do not want to select any of the applicants, what do I do?
* Do not click the “Thumb’s Up" button to bid on the volunteer(s)
* Add comments in the “Comment Bubble” button to add non-selection remarks (seen by Assignment Team)
* Request Assignment Team to readvertise


https://timeanddate.com/
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