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1.0 Overview

MyVector is Total Force Air Force application to support Mentoring, Career Planning and
Knowledge Sharing. MyVector allows mentees to manage their career development with the input and
guidance from a mentor. Mentees will be able to, in real-time, invite participants to serve as mentors,
select mentors based on preferences, chat with their mentor online, and complete a mentoring plan.
MyVector also allows the user to view their duty experience through career field specific experience
codes. This structure also allows the user to build career plans based on real opportunities and to share
these career plans with development teams and mentors. A Bullet-Tracker option allows the user to
track specific events and accomplishments throughout the year for Performance Reports. For
Knowledge Sharing, the application provides Discussion Forums and links to resources for online books
and courses that discuss mentoring benefits, the differences between coaching and mentoring and
techniques for managing mentoring relationships. For an overview of all of the above capabilities, the
user is referred to the MyVector Individual User Guide. This User Guide is intended for the Career Field
Manager User Role. This Role has all the functionality associated with the Individual User with the
additional capabilities to conduct all Career Field Manager activities as well as to query and view reports.

An Administrator will grant Career Field Manager Access upon request from the user and
coordinated approval from the Air Staff A1D office. Please see the Report Manager User Guide for an
overview of the query and reporting capability.

2.0 Career Field Manager Dashboard

Career Field Managers will be able to access the Career Field Management capability of the
Career Path Tool via the CPT Management option under their Name at the top right of the screen.
Please see Figure 2.0-1.

MgVEI__FDR DASHBOARD ~ LATESTNEWS  MENTORING  RESOURCES @ HELP I
& MY PROFILE
Welcome Col CLARK KENT @ o7 50ARDs
Dashboard @ SUPPORT

& CPT MANAGEMENT

3 Mentoring Connections Activity Feed Career Field Ni
G LOG OUT
The activity feed is essential to keeping you up-to-date with items you e
a See My Experience should do. You will recieve notifications and tasks to perform.
Managing your activity feed frequently.. By CLARK KENT © 1/29/20141:09 M
Plan My Caree View History
B View History brvbnbn
Bullet Tracke
1st Lt DOMANIC BURGESS has requested a direct mentoring
c/:\m Discussions connection.
View Munich
u Update My Profile

=/div= Banners with the colours of Munich (left)
and Bavaria (right) with the Frauenkirche in the
background.</div> </div> </div.

Read more

Figure 2.0-1 - Accessing Career Path Tool
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The capabilities specific to the CFM include the following:

e Manage Jobs

e Manage Job Descriptions

e Manage Career Field Pyramid View

e Manage and resolve ACM disputes

e Manage Career Field-specific ICM Codes
e Manage Career Field-specific Messages

3.0 Manage Jobs
The first tab, Manage Jobs, is where CFMs assign duties to ACM codes.

After selecting the Career Field from the drop down menu and clicking Select, Duty Information
is populated with ACMs that are not mapped. Figure 3.0-1 shows a populated Duty Information section
for an officer career field.

To view duties that do have a complete mapping, click the Show Mapped Jobs box at the top
right portion of the Grid.

Once a duty is mapped, anyone assuming that duty in the future will have the ACM code
assigned to his or her experience.

Select Career Field

|51A - OPERATIONS RESEARCH ANALYST =] m Msnage Career Pyramid

Mapping Tools:

Thesa menus contain ACM codes that can be associated with the dufies in the grid below. Select any number of duties by clicking on the grid, and you can assign the ACM code to the sppropriste
duties from the menu. You may map all three codes st the ssme time by using the Map sll Codes bution. The Select option can be used to clear out an sssignment

Functional Code: Orp/Specialty Code: Job Code:

e [ -] [ T ... ... bisp s Coces

@ The grid below cantsins duty information. Duties may be selected by clicking on the sppropriste rows. The button in this grid will show the Duty History for sny member(s) thst held this duty. You
can taggle the items shown on this grid between sl of the duties that have been mapped snd sl of the dufies that are partislly mapped with the check bax.

Duty Information: Show Only Mapped Jobs [
Duty it i N 5
Rank s Duty Title Unit Office Crganization Type emp Location Func. Org/Spec Job
I . 2 .2 O . N (. I 2 N 2 o 2 o
AIR EDUCATION -
FEES 5151A oosz aFsT FLYING TRAINING  SQUADROM AND TRAINING REESE a ™
COMMAND
ACQUISITION PROJECT AF SYSTEMS WRIGHT n
2B LanageR onan oaea ARM AR (HIT) LABORATERY COMMAND (HIST)  PATTERSON =
- ADV IR RESEARCH & - J— WRIGHT "
Capt 51A1 BvLeMT ot o0 0000 GEG/MASINNOV | SQUADROM AF ISR AGENC 2aTTEREON &
ADV IR RESEARCH & WRIGHT n
Capt 511 o o000 0000 IMAGERY AMALY SQUADRON AF ISR AGENCY e ]
a ADY SPACE PROPULSION - - AF SYSTEMS n
stlt 2685 e o000 ACO0 PHILLIPS LAZ [HIST) | LABORATOR comMMAND (s EDWARDS &
ADVANCED SYSTEMS AF SYSTEMS WRIGHT n
2888 EFFECT ANALYS oo o000 AERD SYSTEMS DIvsIon COMMAND (HIST)  PATTERSON =
AEF BROGRAMS . FIELD OPERATING AR DERSONNEL "
2dle S1A1 AMALYET 0000 DPWO  AFPERSONNELCTR  ,clo o conten RANDOLPH LI

K [€[1]2 3> || Pagesize:|150 ~ 378 items in 3 pages
el [« [zl 5 [ 1] 3

Figure 3.0-1- Manage Jobs: Duty Information Grid
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To map a Duty to a specific ACM code, select the code from the drop down for Functional Code,
Org/Specialty Code or Job Code and select the Duty from the Duty Information grid. To select more than
one Duty, use the CTRL-Enter key or the Shift-Enter key for consecutive duties. All duties that are
relevant to the mapping will be highlighted in blue. Click Map All Codes button to complete the

mapping.

By clicking on the Person icon at the far right side of a duty line, the CFM will be able to view the
names and duty histories of the officer who currently holds that duty title or officer(s) who have held
that specific duty title.

Shared Duty Warning — In the Duty Information section a line highlighted in red indicates an
ACM code that has been partially mapped by another Career Field. By hovering over the “N” in the
Functional Duty Column (Func.), CFMs are able to view the Career Field that mapped this duty. In order
to map these items, the CFM will need to have the owning CFM un-map it completely so it can be
associated to the desired career field or will need to be mapped completely to the other career field so
it is no longer available to be viewed.

To map more than one or all ACM code categories to a duty or multiple duties, select all
relevant duties and codes then click the Map all Codes button at the far right of the Mapping tools
section.

Use filter features in each column to quickly drill down to common duties.

A completely mapped duty does not appear in the Duty Information area. Mapped Duty Codes
can be viewed by selecting the check box at Show Only Mapped Jobs. Once the CFM selects a mapped
job, they have the option to clear one or all of the ACM Codes associated with the job. Please see Figure
3.0-2.
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Manage Jobs

Select Career Field:

614 - OPERATIONS RESEARCH ANALYST j Manage Career Pyramid

@ These buttons allow you to unmap an ACM code from the duties contsined in the grid below. Select the appropriate duties and spply the change with the sppropriate button. Removing the
mappings will cause ihe duty to appear in the unmapped portion of the grid.

Clear Functional Code Clear Org/Spec Code Clear Job Code

@ The grid below contsins duty information. Duties may be selected by clicking on the sppropriate rows. The button in his grid will show the Duty History for sny member(s) that held this duty. You
can toggle the items shown on this grid between sl of the duties that have been mapped and sll of the duties that are partisily mapped with fhe check box.

Duty Information: Show Only Mapped Jobs

Rank cﬂ;"_‘ Duty Title Unit Office Organization Location Func. Org/Spec  Job

LIl Il o [ [ ] e | I | [l | e [ e [ e [ iwd
INST, MATHEMATICAL DIRECT REPORTING  US AIR FORCE ] :'

Il Teisaa el WA o000 DEANOFFACLLTY | RS ot USAF ACADEMY | E A scapt | & =
‘COURSE DIRECTOR, DIRECT REPORTING  US AIR FORCE

o Telma  SoURSEDIECK o000 DEANOFFACULTY DRSS S USAF ACADEMY  E A scap &
A-10 OPERATIONS AIR COMBAT ]

Capt 61534 ANALYST 0028 0001 TEST SQUADROM COMMAND NELLIS T w A/Capt &
A-10 OPERATIONS TEST AND AIR COMBAT ]

2dLt 61534 ANALYST 0059 0000 EVALUATIN SQUADROMN COMMAND NELLIS T w ALt -
A-10 OPERATIONS TEST AND AIR COMBAT n

Istlr X6143 var 0059 0000 SVALUATIN SQUADROMN COMMAND NELLIS T w ALt -]
A-10 OPERATIONS TEST AND AIR COMBAT

st Lt X6153A 0059 0000 SQUADROMN NELLIS T w AL

i ANALYST EVALUATIN 2 COMMAND e & .
[f«f)z 345678550 ] pagesze[is0 - 1816 items in 13 pagss

Figure 3.0-2- Manage Jobs: Editing Mapped Jobs

In this example, the CFM has selected a Duty and from this point can modify any of the ACM
Codes mapped to it. Selecting any one of the Code buttons in the Mapping tools area will display a pop-
up where the CFM may choose to un-map the duty or change the code.

3.1 Aircrew Experience Management

There are several Rated Officer career fields that have an additional option for capturing
experience; the Aircrew Experience (ACE). For those career fields that have this option, the Manage
Jobs view will include the option to Manage ACE Code Mapping. Please see Figure 3.1-1.



MyVector / CPT — Career Field Manager User Guide (Version 1.9)

Maznage Jabs

Select Career Field:

[222 - Bomeza o7 ~ m Msnage ACE Code Mspping Msnage Career Pyramid

Mapping Tools:

@ ‘These menus contsin ACM codes that can be associsted with the duties in the grid below. Select any number of duties by clicking on the grid, and you can sssign the ACM code to the sppropriate
duties from the menu. You may map all three codes at the same time by using the Map all Codes button. The Select option can be used to clear out an assignment

Functional Code: OrgiSpecialty Code: Job Code:

Mo kems 1o Select - Unimap God= Mo lams to Select - Unmap Goda Mo Items to Select - Unimap Gotda. blzp all Codes

® The grid below contsins duty information. Duties may be selected by dicking an the appropriste rows. The button in this grid will show the Duty History for any member(s) that held this duty. You
can toggle the items shown on this grid between all of the duties that have besn mapped and 2l of the duties that are prislly mapped with the check bax.

Duty Information: Show Only Mapped Jobs [

Organization Func. Org/Spec  Job
I ) I 2 O £ vl | [ T T e

Capt 1183C  FLGHT COMMANDER 0023 [20M] SQUADRON Q’SJST:ST MINOT =
Capr Wwiis3A I('f;f:f STCTSFLTEL o0y 5] SQUADRON ?;&a:’:f DYESS a
Capt k11834 ]TSQ‘TGR pfc‘:f ol 0009 @51 SQUADRON 2’;’;’8 m;T DvEss &

Figure 3.1-1- Manage Jobs view with ACE Code Mapping

Upon selecting the Manage ACE Code Mapping option, the Career Field Manager will be able to
associate any mapped duty; defined as having all 3 ACM Codes associated to it with an ACE Code. The
CFM will select the desired Aircrew Experience Code and the desired duties to map to this code in a very
similar manner to how ACM Codes are managed and associated to duties.

4.0 Job Descriptions

Job Descriptions is the title for the next tab available to CFMs. (Figure 4.0-1). CFMs can edit job
information such as Job Title, Grade and Duration as well as determine whether jobs appear on the
Pyramid. Click on the title of the Job in the Job Title column to edit in the resulting pop-up form. Click
“Submit” to populate the database.

Job Descriptions.

Select Carser Fiald:

567 -ronce supaomt Bl - | i

@ Use e i etow 10 manage the job desaritions forthe selected Career Fiek, which are displayed inthe deiails of the job on the pyramid. Click o the Job Tite o acoess the editor window. You
may aiso o  job's visiity on the pyearid witin s sdtor.

[*i ] [ =
Acsonomar s e
At s T2z
e O . e
i cC s Tue
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[ s Tue
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J—— o - e
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o e
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Figure 4.0-1 - Job Descriptions
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5.0 Manage Pyramid
The CFM is able to manage the Pyramid experience for the individual user via the Manage
Pyramid tab. Please see Figure 5.0-1.

CAREER FIELD MANAGER ADMINISTRATOR QUERIES REPORTS MYVECTOR

s*Manage Jobs s Job Descriptions »»Manage Pyramid = ACM Disputes s»Manage ICM Codes s»Manage Career Field Messages ‘

Select Career Field: |38F - FORCE SUPPORT | | Select |
[+ officer (] civilian [ Enlisted

Selecting a Career Field will display that Career Field's pyramid. The Manage Pyramid page will also allow you to add new tracks to the pyramid through an editor
found by clicking the Manage Tracks button. You may also manage Job Progressions directly from the appropriate job button.

Legend

Experience Area:| Select Experience ~ ' Current with progression
Track: [ Select Track + The Jobs side of the pyramid displays the jobs available to members within 2 career Held with progression
field. Left-clicking any of the boxes reveals a menu which will allow you to view details P —
Manage Tracks about the job or show the job progressions for that job. For complete instructions on TR
the functionality and a complete description of the Jobs side of the pyramid, please
Reset referance the CFT Usar's Guide, Hidden wiith progression

| en [l esn I sxouwies [l oxowic [l AvBasewgcc Il aiax [l chofswfins |
Division Chick

[ coie | ow B on [ oxowe [ oxouwes | hcoroher | aim |
*
e

Branch Chief Dep Branch Ch [ Dep Group CC Deputy £C
* Deputy Director Det/OL CC Division Chief Flight CC

- Ops Officer Section Cmdr
Wing Staff Ofcr

| TS || o | B BT W
Bl

Exec Officer Flight CC. Instructor Other Section Ch Wing Staff Ofcr

Raotate to

Figure 5.0-1 - Manage Pyramid

The CFM has the following capabilities from within this tab:

Ability to view functional experience associated with each job
Ability to create and edit Tracks
Ability to identify one-step job progressions

P wbhPR

Ability to rotate to Education and view career field details associated with each category

5.1 Functional Experience

The Career Field Manager is able to view all the jobs that have been coupled with the Functional
Experience category on the pyramid by selecting from the drop down menu at Experience Area. For
example, in Figure 5.1-1 the CFM for 14N — Intelligence selected Processing and Exploitation in the
Experience Area and all of the jobs within the pyramid that are coupled with that experience area via
ACM mapping are bordered in Red.
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Sebeit Cannne fuabdi 208 - NTBLGANCE . et
o e Cater (- wer

Figure 5.1-1- Viewing Functional Experience on Pyramid

5.2 Track Management

The Career Field Manager is able to add and edit Tracks via the Manage Tracks button at the top

left corner of the pyramid. By selecting Manage Tracks, the pop-up displayed in Figure 5.2-1 will appear.
Within this pop-up the CFM is able to:

e Add a new track by typing in the Track Name and selecting Add New

e Edit an existing Track name by selecting the track in the Track Description box and Updating the
text

e Delete an existing Track by selecting the Red Circle in the Track Description box.

- Manage tracks for INTELLIGENCE X

Double click the appropriate track in the grid below to edit it, or add a
new track in the box provided.

Track description

14N Track Clear J | Update

Track Description

14N Track |

Anather Track
NCO

New Track

O 0 0 ¢ @

Test Track

Figure 5.2-1 - Managing Tracks
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Once a Track is created, the CFM is able to add or remove jobs to the track via the three step
process:

1. Select the appropriate track
Select the job on the pyramid they desire to add or remove from the track
To add or remove to a Track, right click on desired job and select the “Add to Track” option to
add the job to the track or the “Remove from Track” to remove the job from track

5.3 One-Step Job Progressions

The Career Field Manager is able to edit one-step job progressions from any job by selecting the
specific job on the pyramid. For example, in Figure 5.3-1 the Exec Ofcr job is selected at the Captain
level and the Show Progression option is selected.

With the Show Progression Option selected, the Exec Ofcr job changes to dark blue and one-
step progressions will appear in a light blue color. To add or remove a job progression, click on the job
and choose the Add or Remove Progression option.

To add or remove a job progression, click on the job and select the Add or Remove Progression
option. To work on a one-step job progression for a different job, choose the “Show Progression” option
for the desired job. To work on a one-step job progression for a different job, right click to select “Show
Progression” option for the desired job.

w | crociwngey Il wingce  f| Diecor Il stdent  [Jlinsrwctor [} ineper General [§ Aide Do Camp ]

|_Division Ghicf [l commend Duty _[ll_utyoutoicore_[fl a9 puty Asc |
|_Souadonce_Jf|_Dep Group cc_| [_Grovpoo _Jll_imerrelon [l _pem I Execofer |

[ swden: I tnsvucor | | cac-pac-spse ll action officer [l Cos—Dos_[fl #ideDecame |
[ ai/sx Duty arsc |

[ Firmcc | Susarono ][ _oouichimel | [ Devopiecce || cae ofcroebrt ] owison st | cos ous |
o I oot [ o | [ ot | [ e | e oo o J|_rcver o
= | e [ cowo (oo er] [ omemsos | sovomeec]

Branch Chief Inspctr General Intern-Fellow cAG-DAG-Sp StF | [ Instructor [N antel Duty Ofcr ||
Flight CC IC (Chief) Hide De Camp Co5-Do5 ||| Case Ofcr-Debrf |}
DutyOurOfCore_| [ 8X/9X Duty AFSC

View Details
Show Progression

H (e 02 carp_]
I Case Ofcr-Debrf 0IC (Chieh) Fiight €C BX/3X Duty AFSC

Rotate to Rotate w0
Education Jobs Deployments

Figure 5.3-1 - Managing Job Progression

6.0 ACM Disputes

CFMs view and resolve ACM disputes and suggestions under the ACM Disputes tab. Suggestions
are recommendations from the user for a duty history item that has not yet been mapped. A dispute is
a recommendation to change the ACM coding if the Duty has been mapped. Please see Figure 6.0-1.
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Select Career Field:

615 - BEHAVIORAL SCIENTIST -l = Mansge Career Pyramid

0 Use the grid below to manage the pending ACM disputes for the selected Career Field. You may 8iso include the completed disputes in the grid by selecting the “Show Al Disputes” check box.
Ciick on the Resolve knk to compiete the dispute process.

| Show all disputes.

Type Date From Com  Proposed Original Duty Title Resolution Status
Suggestion 05-Dec-2012 618 6185C2 CHIEF, GLOBAL ASSESSMENT Resoive
Suggestion 05-Dec-2012 1A 618EC2 CHIEF, GLOBAL ASSESSMENT Resolve
Dispute 05-Dec-2012 614 61862 S1ARH CH, SPECIAL PRGM & SUPPORT BRCH Resoive
Dapute 05-Dec-2012 618 618eC2 S1ARH CH, SPECIAL PRGM & SUPPORT BRCH Resoive
Dispute 03-May-2012 614 618 61AAMB CH, ASSESSMENTS & LSNS LRND B8R Resolve
| Dispute 24.7eb-2012 38¢ 618MFA S15MFA DEPUTY, LEADERSHIP DEVELOPMENT Resoive

Figure 6.0-1 - ACM Disputes

To resolve a suggestion or dispute, click on the Resolve text in the Status Column and the pop-
up in Figure 6.0-2 appears.

& ACM Suggestion from Madonna

Duty Information

Duty Title: STUDENT Org: TRAINING

Rank/Grade: ar Type: SQUADRON

Duty Code: N1 Location: GOODFELLOW

Unit: 0315 MAJCOM: AIR EDUCATION AND TRAINING COMMAND

User Justification

Dispute Information ACM Codes
Code Type: Suggested:  Resolve:
UserName:  Madonna
Career Field: 14N 14N - INTELLIGENCE hd
Core: 14N Functional: TIEducation  |T | Education and Training
and Training
Effected Duties: 1440 A | All Source D
Org.Spec.: A| All Source
Disputes for this 0 1| Student at LT x
ACH Code: stz 1] Student at

LT

Figure 6.0-2 - ACM Dispute Pop-Up Dialog Box

From this screen, CFMs can Reject, Approve (or change the recommendation) or Cancel the
action. If a CFM chooses Reject then a pop-up will appear and a CFM must select the reason for
rejection and may provide any comments in the text box.

To accept the recommendation “as is” click on the Accept button. A pop-up allows CFMs to
provide rationale for accepting the change. If a CFM chooses to accept the change but to a different
ACM code than that recommended then they have the ability to select the ACM code desired and then
choosing Accept.

7.0 Manage ICM Codes

Individual Capability Management codes can be assigned to Airman in a given career field from
the Manage ICM Codes page located on the Career Field Manager tab in CPT. After identifying and
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selecting the Career Field and a screen refresh, CFMs are presented with the members assigned to the
career field. Please see Figure 7.0-1.

Manage ICM Codes

Select Career Field:
e ~

[¥] Regulsr AF [#] Reserves [J] Air National Guard

ﬁ The grid below contains all of the members associsted with the selected Career Field, as wel a3 any sdditional ICM Codes associsted with those members. By selecting a member and cicking the
Associate button, you may select any number of codes to sssociate With those members. You may also select members from the grid and click the Disassociate button to select the codes 1o be.
removed from the selected members.

Currant Duty
Code

L e | v |

Current Duty Tite ‘Current Location Current MAJCOM Current Codeis)

CHIEF, PLANE & PGMS/SQ
SCTNCE

lstie SMITH, AIR EDUCATION AND TRAINING COMMAND
FLT CMDR, FORCE SUPPORT

TANG AIR EDUCATION AND TRAINING COMMAND

Capt SMITH

‘COLUMBLA AFIT 01 AIR EDUCATION AND TRAINING COMMAND

Regular A7 Lol SMITH 3000 DEPUTY COMMANDER RAMSTEIN US AIR FORCES, EUROPE

DED OF FOREIGN MSNS,
Regular AF Capt SMITH 3873 p—— ANDREWS AIR MOBILITY COMMAND

Figure 7.0-1 - Assigning ICM Tags

Selecting at least one individual activates the Associate Code or Disassociate Code (or both)
buttons. Select Associate Code to add an ICM code to an individual and the pop-up in Figure 7.0-2
appears. From this screen, select one or more ICM codes to associate with all of the selected
individuals.

B Associate an ICM Code

@ Select multiple tags from
the list below to associate
to the selected member(s).

APPLEL i
Banana

M3

Invisible Global E
Source Select

Test

Test3

Test2

Submit | Cancel

Figure 7.0-2 - Assigning ICM Tags Pop-Up

To disassociate a code from an individual, select the person then the Disassociate Code button.
The Pop-Up in Figure 7.0-3 appears and Submit completes the transaction.
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B3 Disassociate an ICM Code

@ ‘Select multiple tags from
the list below to
disassociate them from the
selected member(s).

Test3

| Submit: | | Cancel |

Figure 7.0-3- Removing ICM Tags Pop-Up

8.0 Manage Career Field Messages

All users land on the Home > Dashboard page and the My Career Field Messages section is
reserved for CFMs to communicate CF-related information. From the Manage Career Field Messages
page CFMs create, delete and edit messages specific to the career field community. Figure 8.0-1 depicts
this message management page.

Manage Career Field Messages

@ Select the Career Figld for which you would like to manage messsges from the drop down ist. Mew Career Fisld messsges can be added using the button below. Messages can be edited by selecting the
message fitle. Messages can be deleted by clicking the delete button next to the message fitle

Select Career Field.

38F - FORCE SUPPORT - m

@  This is a 38F Message
Publish Date: 15 Mar 2012 Expire Date: 12 Sep 2012 Last Updated: 26 Mar 2012 Expired!!

This is 8 33F test messsge. | want to edit . www.google.com

Figure 8.0-1 - Managing Career Field Messages

Selecting the Create new message button refreshes the screen to a new view where CFMs add
Article Title, the Publish Date and Expiration Date (a calendar icon is available to select these dates) and
a What You See is What You Get (WYSIWYG) text editor for the message content. Figure 8.0-2 is an
example of that page.
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Back lo Career Fiel System Messages.

P T, IeT T e

s | cancal

Figure 8.0-2 - Create New Message

Saving the message refreshes the screen back to the Manage Career Field Messages page where
all messages for the career field are shown. To delete the message select the Red circle next to the
message. Click OK on the pop-up window to confirm. To edit the message select the Title of the
message to be returned to the window shown in Figure 8.0-2. After editing, click Save.
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