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1.0 Overview

The purpose of this document is to provide an overview of the capabilities within the
MyVECTOR application. The three main areas of MyVECTOR are Mentoring, Career Development and
Knowledge Sharing. A summary of capabilities is shown below.

o Dashboard (Logged-In Home page view)
o View / Dismiss Activity feed actions
o View history of Activity feed actions
o View Career Field and Global News Messages
e Ability to manage Mentoring Connections / Relationships
o Direct Connect / Find a Mentor options
o Create / Edit Mentor Profile
o View Current Mentors / Mentees
o View Archived Mentors / Mentees and Mentoring Plans
o Create / Manage Mentoring Plans
e Ability to See My Experience
o View My Duty History / Submit suggestions & disputes
o View Education & Training
o View Career Field Experience Code Disputes
o Self-Report Experience
e Ability to Manage your Development Plan
o Update job preferences
o Update Education and Training preferences
o Update intent
e Ability to Manage a Bullet Tracker
o Start New / Archive Trackers
o Add/ Edit / Delete Bullets
e Ability to Join Discussions
o View Discussions
o Start / Leave/Manage Settings for Discussion Group
o Join Discussion Groups
e Ability to View My People
o As a Supervisor/Senior Rater you will be able to access your personnel in this area
e Ability to Update My Profile
o View your personal information
o Update Summary information
o Add Supervisor / Senior Rater Information
o Update my skills, hobbies & interests
o Navigate to My Mentor Profile
e Ability to view Latest News, Mentoring Information, and Available Resources.
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2.0 MyVECTOR Landing Page
You are able to navigate to the MyVECTOR site via the Air Force Portal or by the following link:
https://afvec.langley.af.mil/MyVector. The MyVECTOR Landing Page is a public facing page that provides

an overview of the different areas of the application: Mentoring Connections, See My Experience, Plan
My Career, Build Bullet Tracker, Join the Discussion, and My People.

The top menu bar allows you to navigate to the home landing page, view all the latest news,
review mentoring information, find resources, and the ability to logon.

If you are not currently registered choose the “Sign Up” option located at the bottom of the
page (Figure 2.0.1.)

MyVECTOR HOME  LATEST NEWS  MENTORING  RESOURCES  HELP

ROADOMAR TO

Mentoring
MyVECTOR enables a web-based mentoring network that allows mentees to manage

be able to, in real-time, invite participants to serve as mentors, select mentors based . .

their career development with the input and guidance from a mentor. Mentees will
on preferences, chat with their mentor online, and complete a mentoring plan.

Mentorjng See My Development
Career Plannlng Connections Experience Plan

MyVECTOR 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. ’
Knowledge Sharing
My

MyYVECTOR provides Discussion Forums and links to resources for online books and Build Bullet Join The
courses that discuss mentoring benefits, the differences between coaching and Tracker Discussion People
mentoring and techniques for managing mentoring relationships.

Sign up s easy Total Force

' g

=.— Use your Common Access Card to quickly setup a profile and
e et started. If you already have a profile, then click Logon. H nh
i w 8 2 yimean B Active. Guard. Reserve. Civilian.

Figure 2.0.1 — MlyVECTOR Landing Page
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https://afvec.langley.af.mil/MyVector

3.0 Registration

On the registration page you choose the best option for your career circumstance (Figure 3.0.1).
This is a one-time request in order to get your credentials set up within MyVECTOR. Note: If you were
previously registered in Career Path Tool, you do not need to register in MyVECTOR.

MyvELCTOR HOME  LATESTNEWS  MENTORING  RESOURCES  HELP  LOGON

Welcome to MyVector

New User Registration
Please take a moment to register your profile. This is a one-time request and is used to associate your CAC
credentials to your personnel record. Please select the area that best describes you. We will ask for Sacial Security
Number in order to locate your records in the Air Force Personnel System.

Air Force Military Air Force Civilian Political Appointee Other
I am an Air Force Active Duty, 1'am a Civilian Employee of the Air I am a Political Appointee I am a member of ancther service,
Reservist, or Air National Guard Force with an AF Personnel Record a cadet, or a contractor
member

Already have a Profile?

If you have already registered with MyVector or previously in the Career Path Tool, then click Logon.

Figure 3.0.1 — New User Registration

Upon making a selection and clicking register, you will be asked for your Social Security Number
(SSN) in order to sync your profile with your personnel record. Depending on your registration
selection, you may be asked for additional registration data (Figure 3.0.2).

We were unable to locate your record in My Vector

e were unable to locate a record for you y Vecto ease fill out the form below to continue registration
First Name *
Middle Initial
Last Name *
Career Field *
Gender *
Ethnicity *

Email Address *

Figure 3.0.2 — New User Registration — Create Record
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Note: Please be sure to complete all data fields identified with an asterisks (*) to finalize
registration. Upon completion of registration, you will be navigated back to the MyVECTOR Landing
page for initial Logon.

4.0 Dashboard

Upon Logon, you will view a personalized dashboard; here you will be able to view your activity
feed and all career field messages (updated by your Career Field Manager). You will also have the
following options on the top menu bar:

o Dashboard: This will return you back to this page from anywhere else within the
application.

o Latest News: View the latest news updated by your Career Field Management Team
and HAF/A1.

o Mentoring: Find Guidance on Mentoring (Benefits, Mentor Expectations, Mentee
Expectations), and Best Practices.

o Resources: Provides practical and applicable tips on mentoring relationships, additional
relevant links, and references.

o Help: This section provides a list of Frequently Asked Questions (FAQs), User guides and
the ability to submit and view pending help desk tickets.

o User’s name: When you click on your name a drop down will appear with the following
options: My Profile, Help (Submit Tickets, FAQ's, User Guides), and the ability to logout
off the application. Note: If you have additional administrative roles, those roles will
appear in the drop down as well (Ex. CPT Management or DT Boards). Please see the
related User Guides for any elevated roles that you may have.

The activity feed provides valuable information and tasks related to specific areas. You will have
the ability to dismiss these feeds upon reviewing. By clicking “View” for a specific activity feed, you will
be navigated to that area. Note: If you wish to return to the Dashboard, simply click “Dashboard” on
the top menu bar.

The Career Field News located to the right provides the latest updates/messages from your
Career Field Manager (CFM). Note: CFM news is specific to each individual’s career field.

You can click on any of the areas of interest located to the left of Figure 4.0.1 and will be navigated to
each section.
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Welcome Maj JAZZ HAUCK

Dashboard

Mentoring Connections

B see My Experience
%) vy O
umn.-'lnrke'
n]ﬂl‘\ Discussions
Du-, People

Activity Feed

The activity feed is essential to keeping you up-to-date with items you
should do. You will receive notifications and tasks to perform.

vent Plan

Discussion Activity
A new topic has started in your group.

Discussion Activity
Anew topic has started in your group.

View History

Latest News

Test Message

ATest Message Date is set to future Date for
automated ui purpose

GLOBAL TEST

GILOBAL TEST THAT I'M CHANGING

This is a global message

This is a global me:

Test Message

This message wil

Global Test Message
e is intended for the CPT User Guide
of the message capability.

This me:
asanil

s5age

not expire until 2020

View All News

Figure 4.0.1 — Dashboard

5.0 Mentoring Connections

In this section, you are able to establish mentoring relationships, manage your Mentor Profile
and interact in a Mentoring relationship via a Mentoring Plan. You are able to establish mentoring
relationships through either the Direct Connect or Find a Mentor option. Once a relationship is

established, you are able to initiate the mentoring plan.

5.1 Be a Mentor (Create Mentor Profile)

Upon first logon, you will have the ability to create your mentor profile (Figure 5.1.1).

Navigating to Mentor Profile:

1. From the Welcome Page, click “Mentoring Connections” found on left navigation.

2. Click “Create Mentor Profile”.

Welcome Col WILSON HERNANDEZ

Dashboard

Latest News

Test Message
ATest Message Date i setto fut

Once you have created a
mentor profile, this

button will change to

Mentoring

Mentoring Plans

| “Edit Mentor Profile”.

Figure 5.1.1 Create Mentor Profile
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3. Select the maximum number of Mentees you wish to Mentor.
Note: The Direct Connect option will allow a potential Mentee to ask you to be their
Mentor even if you are at your Maximum number on your profile

4. Answer some or all of the questions.
Note: The questions are not mandatory to answer, however it is highly encouraged to
answer all questions as this will help Mentees find the best fit for their needs in a Mentor.
5. Click “Update”.

Now that you have created your profile so a potential Mentee can find you, you can now find a potential
Mentor. The first option is the “Direct Connect” option which will often be used if you know the person
and want to connect with them directly.

5.2 Direct Connect

The direct connect option enables you to enter an email address of a Mentor you wish to
connect with. You are able to provide a message that will be relayed to the Mentor you are requesting
(Figure 5.2.1). When this option is used, the Mentor being requested will receive an email notification
as well as an activity feed on their dashboard that they have a Mentor request pending. As the Mentee
that requested the Mentor, you will be able to view the status of the request by clicking on “Pending
Requests”.

Note: If the system does not locate the person you are trying to connect with, contact the individual
directly and ask them to register in MyVECTOR.

Welcome Col WILSON HERNANDEZ

Dashboard

Latest News

Test Message

e

fanage Mentoring Relationships

© Direct Connect

"

=
Direct Connect with a Mentor

Send Request

7. 1f the email address is not found

[

DooBoe

Figure 5.2.1 — Direct Connect with a Mentor
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If you are looking for a Mentor and would like to use the pairing feature, please use the “Find a
Mentor” option.

5.3 Find a Mentor

This option allows you to search for a Mentor by completing a questionnaire on what is

important to you in a Mentor (Figure 5.3.1). The search feature is a great option to find Mentors that
will provide different mentoring perspectives.

You will complete the questionnaire to identify what is most important to you in a Mentor. If a
specific question means nothing to you either do not answer it or give it a weight of 0. If a question
means a significant amount to you then provide it a weight of 5. Once the questions are answered and
the weight is associated to the questions you can select the “Search” option.

The search option will return a list of potential matches located on the right side of the page.

The scores are based the answers and weight provided for each category. The top match will indicate
the match closest to what was requested (Figure 5.3.1).

NOTE: MyVector only displays registered users as potential matches.

Welcome Col WILSON HERNANDEZ

Dashboard

Board Recommendations Latest News

0argte iere to provid U FECOMM 5.
Eseu My Experience -l Test Message

A Test Message Date s set to future Date for

My Development Plan A Mentoring
Thel pr— S ———
E Bullet Tracker s Dashboard ¢ Mentoring Connections
n Join Discussions (P— © Direct Connect | Q Find & Mentor | £ Edit Mentor Profile
€3 My pecple D
" =]
=
Find A Mentor
s = =2 lection Date Mentaring Plan Actions
Yes  Decenoea

Search for a Mentor fao13 11207:37 At

(2013 1i:aad AM o

Weighted Factors, the higher the number

Mentor Search Criteria Possible Matches

e mtches are o ot o nmyeCate v the better possible match.
; S
E— [ _ /
I 19
3o et o et d o it o it “
= 1t catpostmsostn
- a AR BATTLE MANAGER 19

) Please choose a Pamily Status that you wast i yeur
mesor.

Figure 5.3.1 — Find a Mentor
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You will have the ability to click on each of the possible individual profiles to view the potential
Mentor’s information prior to requesting the individual to be your mentor (Figure 5.3.2). Upon choosing
the “View Profile” option, you will be navigated to the individuals’ information page that will show the
members rank, gender, assigned career fields, ethnicity, Air Force Component and current duty location.
You will also be able to view the individuals Mentor skills, Mentor hobbies and interests as well as the
individuals’ career field experience code summary.

s | e
Current Rank Rank Efective Date Component
Civilian
Gender Ethicity Current Duty Location
Male White, non-Hispanic EGLIN AFB
Assigned Carcer Field
' Program Management
Find A Mentor / .
o ’ Skills
search for a Mentor /
h MyVectar 3 belowll Member does not have any selected skills.
/
Possible Matc ’
e 7. )
o = Hobbies & Interests
=i S5
& 15
& 8 Career Experience Summary
] Career Fitd Expertence Summary
Career Years Manths Component
Na resuts found
Career Functional Vears Months Componen
Org/Specialy Bx
Career OrgiSpecialty Years Months Component
No results found.
Career Job vears Monis Component
No results found.

Figure 5.3.2 — View Mentor Profile

If you believe the mentoring profile is a good match, then you are able to click “Request
Mentor”. You will be prompted to provide a message viewable by the Mentor being requested. The
Mentor will receive an email notification as well as an activity feed on their dashboard (Figure 5.3.3.).
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- Current Rank Rank tffective Date Component

cader, ity Pt

Welcome Capt RICHARD KRINSKY

Submit Request

Message

D!;DDDD
¥

% i

Activity Feed

Figure 5.3.3 — Mentoring Request on Dashboard

You are always able to update your search criteria and restart the search process by clicking
“Return”. Once you have requested a Mentor or have been asked to be a Mentor, then you are able to
begin managing this relationship.

5.4 Manage Mentoring Relationships
This is where you will be able to view a list of current and past mentoring relationships, as well
as view pending request for Mentors and from Mentees (Figure 5.4.1).

When you choose current Mentees or current Mentors, a quick view table will become visible
and will identify the connections name, connection date/time stamp, status of the mentoring plan
(yes/no), and the actions available (e.g. Disconnect/Start Plan). You have the ability to end a
relationship with a Mentor or Mentee by choosing “Disconnect” in the action column of the table
(Figure 5.4.1).

Current Mentees | Current Mentors Pending Requests Archived

Mentor Connection Date Mentoring Plan Actions
a DAMIEL DANGELOKELLER 5/26/2015 4:13:46 PM No Disconnect | Start Plan
2 Col CLARK KENT 5/22/201511:51:57 AM Yes Disconnect

Figure 5.4.1 — Current Mentors

When choosing pending requests, a quick view table becomes visible (Figure 5.4.2). It identifies
the individuals name, mentor relationship type, requested date/time stamp, status of the request, and
the actions available (cancel/approve/disapprove).
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While a Mentor request is pending, you will have the ability to cancel the pending request by
simply clicking “Cancel” located under the action column in the table (Figure 5.4.2). As a potential
Mentor, you are asked to take prompt action on all pending requests by selecting which action you wish
to take (e.g. Approve or Disapprove). When you choose to disapprove a mentoring request, the system
will allow you to create a message for review by the individual making the request. Note: The message
is not mandatory.

Current Mentees Current Mentors | Pending Requests 1 | Archived
Person Mentor Type Request Date Status Action
a Capt RICHARD KRINSKY Mentor 5/19/2015 4:06:59 PM Pending Cancel
a DAVIN HAMANN Mentor 5/28/2015 8:10:43 AM Pending Cancel
2 Col EVA GARDUNO Mentee 5/28/2015 8:43:02 AM Pending Approve | Disapprove

Figure 5.4.2 — Pending Requests

Once a request is approved, the system will move the pending request to current Mentees. If
you disapprove a pending request, the system will simply remove the request from the pending
requests. Once a Mentor/Mentee relationship is established, a mentoring plan can be developed.

5.5 Mentoring Plan

The mentoring plan is the main area of communication between Mentors and Mentees. The
Mentor and the Mentee will both have the ability to create, view and edit the plan. If the Mentee
wishes to start the plan, the Mentee will click “Start Plan” located under the actions column of the
“Current Mentors” section. If the Mentor wishes to start the plan, it is created under the “Current
Mentees” section. The Mentor will click “Start Plan” located under the actions column.

Upon clicking “Start Plan”, you will be navigated to the managing your plan page (Figure 5.5.1).
Here you can update the Frequency of meetings (180 days, biweekly, monthly, quarterly, or weekly),
Mentoring Expectations, Long-term Career Goals, Short-term Objectives, and Additional Focus Areas.
Both individuals have the ability to “Update” the plan, by clicking “Update”. The Mentee is the only
person that can click “End Plan”. Upon ending a plan, the Mentee will be required to rate the plan.

The Mentor and the Mentee will both be able to view this plan along with the Mentees
Experience Summary, Current Bullet Tracker, Development Team vectors, and their Career Field Pyramid
(which also displays their Career Plan). In order to view these items, you will select the respective
options to the left of the page on each applicable section they wish to view.
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The Mentor and the Mentee will have the ability to discuss the plan via a discussion box located
at the bottle of the page (Figure 5.5.1). The system will keep a history of the discussion, to include
date/time posts were made. A system generated notification will be sent to the other person when a

discussion post is made, notifying them of the discussion.

Managing your Plan
This plan is private between you and your mentor. Actively manage your plan through the tools below.

Mentor Meeting Frequency @ Duration (Days) @ Mentee Plan Rating @ Last Update Create Date
Lt Col HEWETT, DAVID Bi-Weekhy ﬂ 180 6/1/2015 12:08:42 PM B/1/2015 12:08:42 PM
By SMITH, MARIA
e oo [ o

Focus Areas

13 Mentoring Expectations Mentori ng Expectations

@ Long-term Career Goals

Click Add New to add a new Mentoring Expectations
+ Short-term Objectives

<+ Additional Focus Areas

@ Experience Summary
@ Current Bullet Tracker
% Development Team

ok View Pyramid

Discussion

Mo discussion has started yet. Be the the first to comment by posting a message below.

Figure 5.5.1 — Managing your Plan

5.5.1 Mentoring Expectations

You will have the ability to add a mentoring expectation by clicking “Add New”. Upon clicking
“Add New” a box will appear to update an expectation. You will have the ability to update multiple
expectations and also the ability to edit them by clicking the pencil or delete them by clicking the trash
can; both of which are located to the right of the expectation (Figure 5.5.1.1).

Focus Areas

& Mentoring Expectations Mentoring Expectations

® Long-term Career Goals

Expectation 1 n
Short- bjectives
¥ Shortterm Objectives To be honest and upfront about my Career.
Updated on 6/1/2015 12:16:50 PM by SMITH, MARIAT
< Additional Focus Areas
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Figure 5.5.1.1 — Mentoring Expectations

5.5.2 Long-term Career Goals

You will have the ability to add Long-term Career Goals by clicking “Add New”. Upon clicking
“Add New” a box will appear to update a goal and an indicator (an indicator is a way to measure your
progress toward a goal). You will have the ability to update multiple Long-term Career Goals and the
ability to edit them by clicking the pencil or delete them by clicking the trash can; both of which are
located to the right of the goal (Figure 5.5.2.1).

Focus Areas

{3 Mentoring Expectations
ghe : Long-term Career Goals
@ Long-term Career Goals
Goal Indicator
+ Short-term Objectives
Be a great leader n n
€ Additional Focus Arezs Updated on &/1/2015 1 218:01 PM by SMITH, MARIAT
@ Experience Summary

Figure 5.5.2.1 — Long-term Career Goals

5.5.3 Short-term Objectives

You will have the ability to add Short-term Objectives by clicking “Add New”. Upon clicking
“Add New” a box will appear to update an objective. You will have the ability to update multiple goals
and indicators (an indicator is a way to measure your progress toward a goal). You will also have the
ability to edit them by clicking the pencil or delete them by clicking the trash can; both of which are
located to the right of the objective (Figure 5.5.3.1).

Focus Areas

{¥Mentoring Expectations g hor‘E-term ObjectiVE‘S

® Long-term Career Goals
Goal Indicator

Goto school n n

Updated on 6/1/2015 12:22:04 PM by SMITH, MARIAT

@ Experience Summary

Figure 5.5.3.1 — Short-term Objectives

+ Short-term Objectives

4 Additional Focus Areas

5.5.4 Additional Focus Areas
You will have the ability to add Additional Focus areas by clicking “Add New”. Upon clicking
“Add New” a box will appear to update a focus area. You will have the ability to update multiple focus
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areas and the ability to edit them by clicking the pencil or delete them by clicking the trash can; both of
which are located to the right of the focus area (Figure 5.5.4.1).

{3 Mentoring Expectations

Additional Focus Areas

Focus Area 1 n

Help

f Updsted on 6/1/2015 12:22:22 PM by SMITH, MARIA T
€ Additional Focus Areas
a

Focus Area 2

® Long-term Career Goals

+ Short-term Objectives

School

Updsted on 6/1/2015 12:22:51 PM by SMITH, MARIA T

@& Experience Summary

@ Current Bullet Tracker

48 Newslnnment Team

Figure 5.5.4.1 — Additional Focus Areas

5.5.6 Current & Archived Plans

Once a mentoring plan has been created, you will be able to view the current plan, end a plan
and view any archived plans. The current plans view (Figure 5.5.6.1) allows you to view the Mentees
name, Mentors name, status, last updated date/time stamp, rating, active status (check mark if active),
and the ability to view the plan.

Mentoring Plans
The mentoring plan Is how you communicate with your Mentor or Mentee.

Current Plans Archived Plans

Mentee Mentor Status Last Update Rating  Active
Col MORRISON, SAMANTHA Maj SMITH, MARIA L 5/22/2015 12:38:46 PM v View Plan
Maj SMITH, MARIA BITTERSWEET, JACOB ¥ 5/22/2015 1:00:48 PM v View Flan

Figure 5.5.6.1 — Current Mentoring Plans

The archived mentoring plan view (Figure 5.5.6.2) allows you to view the Mentees name,
Mentors name, status, last updated date/time stamp, rating, active status (will appear blank if archived),
and the ability to view and/or copy the plan. If you choose to copy the plan, the plan will be copied with
all the original information. This places a new plan back in active status with the same Mentor.

Mentoring Plans

The mentoring plan is how you communicate with your Mentor or Mentee.

Current Plans . Archived Plans

Mentee Mentor Status Last Update Rating Active
Maj SMITH, MARIA  Col LOWE, RENEE ¥ 6/4/2015 9:29:10 PM View Plan | Copy Plan
Maj SMITH, MARIA Lt Col HEWETT, DAVID ¥ 6/1/2015 1:47:39 PM v e oy 1 o7 View Plan | Copy Plan
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Figure 5.5.6.2 —Archived Mentoring Plans

When a plan is ended, the Mentee will be required to provide a rating of the mentoring plan.

5.5.7 Rate Mentoring Plan

When a mentoring plan automatically ends (after 180 days), or when the Mentor/Mentee
decides to end the plan early, the Mentee will be asked to rate the plan on a scale of 1 to 5 stars. To
rate the plan, click the stars and then “Submit” (Figure 5.5.7.1). Note: You are rating the overall
mentoring experience with this mentoring plan.

Rate Mentoring Plan

Dashboard / Mentoring Connections / Mentoring Plan / Rate Mentoring Plan

Rate your plan!

Your mentoring plan has automatically ended or you decided to end it early. It may have also ended because you are no
longer maintaining a connection with this mentor. Please rate this plan and overall mentoring experience.

Your mentor was Lt Col HEWETT, DAVID

From a scale of 1 to 5 stars, how was your overall mentoring experience using this plan?

Rating:

Figure 5.5.7.1 — Rate Mentoring Plan

6.0 See My Experience

Do you believe you have the breadth and depth of experience desired for advancement? This
area allows you to view a summary of your career experience to include current and historical duty
information, education and training completed, and how your duty history has been associated to
Career Field Experience codes. You will also have the ability to suggest or dispute how your duties have
been associated to these career field experience codes.

6.1 Duty History

You will be able to view your duty history and add additional experience not retrieved from
MilPDS (Military) and/or DCPDS (Civilian). Additionally, you can see how your duty history has been
associated to your Career Field Experience codes. There are 3 sections on this page to view your history:
AF Military Jobs, AF Civilian Jobs and Other — Self Reported.

6.1.1 AF Military Jobs

AF Military Jobs section will allow you to view your MilPDS duty history for all your AF Military
jobs held. This is where you can update your AF Component for a specific duty (if required), make an
association to your CFM for unmapped duties, view pending changes (make a suggestion), or view final
resolution on an association of a duty to an experience for an existing mapping.

MyVECTOR User Guide — Individual User Role

Page19



The quick view table will display the following for each duty entry: Start date of the duty, Duty
Title, AFSC, Component, Unit, Organization, Type, Location, MAJCOM, Rank, Career Field Experience
Code (created by the CFM), Experience Description, and association request action (Figure 6.1.1.1 &
6.1.1.2).

All duty entries are pulled from MilPDS if the information is incorrect, you must contact their
local Military Personnel Section (MPS) to ensure the information is updated correctly within those
systems. Note: The Rank associated with a duty is calculated from the individuals Date of Rank held
when they started the duty.

You can click “Change Component” if your component is incorrect (options include the
following: AF Component, Reserve, Air National Guard, and Civilian). Note: MyVECTOR is Total Force,
therefore if your component is incorrect, it is important to correct. The Active Duty history of many
reservists will initially display as Reserves due to the initial data source.

My Experience

Dashboard / My Experience

@ Duty History BB Experience Summary I Education & Training ~* Export My Experience

Mentoring Connections

a See My Experience Duty H IStO ry

My Development Plan Review and associate Career Field Experience codes to your duty history.

[5] Bullet Tracker AF Military Jobs Other - Self Reported

) 2cin Discussions View your duty history entries from MILPDS and their current career field codes. Suggest

a change to an assodiation or update the component for each duty line.

Change Component 2]

My People

24Nov2009 LITIGATION ATTORNEY, 51)4 Regular AF
AF LEGAL OP AGENCY FIELD OPERATING AGENCY, ARLINGTON )>"<’
AF LEGAL OP AGENCY (PREV: LCT AF LEGAL SERVICES AGENCY) ’ {F

# Make an Association

04jun2009 LITIGATION ATTORNEY, 514 Regular AF
AF LEGAL OP AGENCY FIELD OPERATING AGENCY, ARLINGTON )>"<’
AF LEGAL OP AGENCY (PREV: LCT AF LEGAL SERVICES AGENCY) ’ l}

No Experience Codes Mapped JIF JUEIEREE-IE L]

28)ul2008  LITIGATION ATTORNEY, 51)3 Regular AF
AF LEGAL OP AGENCY FIELD OPERATING AGENCY, ARLINGTON b’k
AF LEGAL OP AGENCY (PREV: LCT AF LEGAL SERVICES AGENCY) ’ 4); g

# Make an Assaciation
Figure 6.1.1.1 — Duty History (Military Jobs - Officer)
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My Experience

Dashboard / My Experience

Mentoring Connections
See My Experience

My Development Plan
[c] Bullet Tracker

[ Join Discussions

E My People

@ Duty History BA Experience Summary I Education & Training #* Export My Experience

Duty History

Review and associate Career Field Experience cades to your duty history.

AF Military Jobs Other - Self Reported

View your duty history entries from MILPDS and their current career field codes. Suggest
a change to an association or update the component for each duty line.

Change Component [{?]

22 Aug 2011 RESPONSE FORCE MEMBER, 3P031 Regular AF
509 SECURITY FORCES SQUADRON, WHITEMAN
No MAJCOM W

LEY L B L] L Bl | # Make an Association

18Apr2011 STUDENT, 3P031 Regular AF
343 TRAINING SQUADRON, LACKLAND W
AIR EDUCATION AND TRAINING COMMAND

L SRR PRl | & Make an Association

Figure 6.1.1.2 — Duty History (Military Jobs - Enlisted)

Individuals who disagree with a mapped duty can request a change to that mapping by selecting

“View Pending Change” text next to the respective duty (Figure 6.1.1.1 & 6.1.1.2).

The view pending change pop-up, provides you the opportunity to suggest new mappings to the
Career Field Manager and/ or report a discrepancy with the current mapping of a duty (Figure 6.1.1.3).

You will have the ability to suggest changes to the Functional code Org/Spec code and the Job code.

Note: Each duty can only be associated with one career field specific code. Comments are required to

justify the request and are then sent to your CFM for final action. You must click “Save Changes” before

the CFM will receive the information.
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Request an Experience Code Change

Duty Information

This is the duty information captured for the assignment you wish to change the association with.

Careerbield

RIO - Officer Reporting Identifiers

Duty Title Duty Code Duty Grade
IDE, STUDEMNT SAMS 5250 Mgj

Job Tide Date Created Current Status
Reporting |dentifier Student 22 Oct 2015 Pending
Current Status Date Dispute Type

22 Oct 2015 Dispute

Duty Association

This is your current association which was mapped by your career field manager.

Funaional Code Organization/Spedalty Code Job Code
A | Reparting ldentifier D | 925 D | Student at Maj

Suggested Association

Please provide your suggested Functional, Organization/Specialty, and Job codes below.

Functional Code Organization/Spedialty Code Job Code
A | Reporting ldentifier ﬂ Al 92 ﬂ Al Law Student at Maj ﬂ
Comments

Figure 6.1.1.3 — Suggest Change

The Make an Association option, allows you to suggest career field experience codes for a
particular duty entry that best aligns with the current structure and what the individual was doing at
that time.

6.1.2 AF Civilian Jobs

AF Civilian Jobs section will allow you to view your DCPDS duty history for all your AF Civilian
jobs held. This is where you make or change an association of a duty to an experience for an existing
mapping.

The quick view table will display the following for each duty entry: Start date of the job, Job
Title, Career Field ID, Continuum, Unit, Organization, Type, Location, MAJCOM, Grade, Career Field
Experience codes, description of code, and association request action (Figure 6.1.2.1).

All duty entries are pulled from DCPDS if the information is incorrect, you must contact your
local Military Personnel Section (MPS) to ensure the information is updated correctly within those
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systems. Note: The Grade associated with a duty is calculated from the individuals Grade held when
they started the duty.

My Experience

Dashboard / My Experience

& Duty History BB Experience Summary Il Fducation & Training r* Export My Experience

Mentoring Connections

See My Experience Duty HIStO ry

My Development Plan Review and assoclate Career Fleld Experience codes to your duty history.

[5) Bullet Tracker AF Civilian Jobs Other - Self Reported

haf |01 Discussions View your duty history entries from DCPDS. Create an assoclation to career field

experience, update the duty title, assign continuum level for each duty and provide a

My People o . s
description of your duties along with impact and performance.
05 Apr 2015 CH INFORMATION OFFICER DEPUTY DIR PLNS INTEGRATION, 0301 Letical
Present Manpower Plans/Programs Arlington, Arlington, VA, AHQ - HQ USAF and Support Elements
Supervisor or Manager ES-OO

Cos Anaysan 557511

18 Mar 2012 Information Technology Management (2210), 2210

16Jun 2012 pata Proc Langley Afbo, Hamptan, VA, ACC - Air Combat Command
Non-Supervisory GS-14

15 Aug 2010 Miscellaneous Administration & Program (0301), 0301

17 Mar 2012 comm Langley Afb, Hampton, VA, ACC - Air Combat Command
Management Official (CSRA) GS-14
No Experience Codes Mapped JIF g4 IEIG]

Figure 6.1.2.1 — Duty History (AF Civilian Jobs)

The Make or Change an Association option, allows you to create/change an association to career
field experience codes for a particular duty entry that best aligns with the current structure and what
the individual was doing at that time. This area also allows you to edit your duty title and provide a
Description for each specific duty row from the DCPDS duty table. See Figure 6.1.2.2.
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Edit AF Civilian Job
Job Information

Duty Title
SUPERVISORY OPERATIONS RESEARCH ANALYST(1515AA4 at G5-15)

Grade Location

G5-15 Peterson AFB

Assignment Command Supervisory Responsibility Level
AFELM US NORTH COM Leader

Start Date End Date

15 Aug 2010 Present

Description

n this section you are able to provide up to a 1000 character overview of this specific duty.

906 characters remaining

Job Association

Career Field Continuum
-- Optional -- v -- Optional - v
Functional Code Organization/Specialty Code Job Code

Ld — v -

Cooe Lo

Figure 6.1.2.2 — Make/Change Association (AF Civilian Jobs)

6.1.3 Other-Self Reported

Other-Self Reported Jobs section allows you to add experience garnered throughout your career
that cannot be identified any place else (i.e. jobs with other services, deployment experience, previous
military or civilian experience). In addition, you will be able to associate a code with this duty using the

dropdowns so it will appear on your experience summaries.
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The quick view table will display the following for each duty entry: Start date of the job, End
date of the job, Job Title, Experience Type (Military, GS Self-Reported, Private Sector, or Deployment),
Company/Agency, Location, Description, and AF equivalent association (Figure 6.1.3.1).

Duty History

Review and associate Career Field Experience codes to your duty history.

AF Military Jobs AF Civilian Jobs Other - Self Reported

Add additional jobs, such as private sector and deployments. Create a relationship to
equivalent Air Force Career Field Experience codes.

Add Additional Experience

01Apr2015 Intel Analyst pilitary
Present Acme, Inc. Pentagon é%

01Jan 2015 Tester Military

31 Mar 2015 BaM Technologies Pentagon
Eu movet epicuri sed, et eos numguam definitionem, mei habemus constituam ne. Essent accusam cu M
cum, in usu ridens inermis, has ad iracundia assueverit. Est eirmod dignissim id, probatus erroribus
vituperata usu an, eu eos putent equidem indoctum. Et qui saepe oratio partem, omnis invenire ei vix,
nemore virtute partiendo ex mei.

| 11F- FIGHTER PILOT | 1 | Seafr | 3| €AG | Ajob at cape [IPFETE NI
Figure 6.1.3.1 — Duty History (Other- Self Reported)

To add additional experience, you can click “Add Additional Experience” and will be
directed to complete the information identified in figure 6.1.3.2.

Add Other/Self-Reported Job
Job Infermation

Joh Title Experience Type

Milizary

Examples: "Research Analyst”. "Director of Operations’

Company/Agency Location

Examples: "AFPOA”, “Acme, Inc Examples: “Pentagon”, "Washington, DC
Start Date End Date

Description

Air Force Equivalency

Career Field
- Optional - v
Functional Code Organization/Specialty Code Job Code

Figure 6.1.3.2 — Other-Self Reported (Experience)
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6.2 Experience Summary

You will be able to view your career pyramid, career field experience codes and your experience
summary information that is derived from the associations made to your duty history by the Career Field
Manager (CFM). On the experience summary page you will be able to view the following tables:

o Career Field Experience Summary: Identifies your overall career field experience
(different AFSCs/competencies held), number of years & months experience and the AF
component from which the experience was gained.

o Functional Experience Summary: Identifies your functional areas of experience within
each career field, number of years & months experience, and the AF component from
which the experience was gained.

o Org/Specialty Experience Summary: Identifies your organizational / specialty
experience within each career field, number of years & months experience, and the AF
component from which the experience was gained.

o Job Experience Summary: Identifies your job experience within each career field,
number of years & months experience, and the AF component from which the
experience was gained.

o Individual Experience Identified Summary: Identifies any associated Tags assigned by
your Career Field Manager and the date assigned.

o Cross Functional Experience Summary: ldentifies a summary of your experience in a
specific duty, and the number of years and months they are earning credit towards the
duty. (Examples: AOC, Nuclear)

o Additional Experience Summary: Identifies the Roll-Up of experience for an additional
experience code if the individuals’ duty has experience associated with it.

o Continuum Experience Summary: This applies to civilians and identifies your
continuum summary, and the number of years & months experience.
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@ Duty History B8 Experience Summary I Education & Training * Export My Experience

Experience Summary

Review summary of your Air Force Career Field Experience based on the associations to
your duty history. You may also view the Career Pyramid or a list of Experience Codes.

Career Field Experience Summary:

Career Years Months Component

No results found.

Functional Experience Summary:

Career Functional Years Months Component

No results found.

Org/Specialty Experience Summary:

Career Org/Specialty Years Months Component

No results found.

Job Experience Summary:

Career Job Years Months Component

No results found.

Figure 6.2 — Experience Summary

6.2.1 Career Pyramid

The Career Pyramid provides you an interactive view of your career field. You select “Career
Pyramid” to navigate to this page. The pyramid has three sides: Jobs, Education, and Skills. You will be
able to rotate the pyramid to view all three sides. Your initial side is the Jobs side.

6.2.1.1 Career Pyramid - Jobs

The job side of the pyramid illustrates the different “job-buckets” available in the selected
Career Field along with any Career Broadening, Reporting Identifiers, and Special Duties, Student and/or
Command opportunities that have been filled by you. The Current job title is highlighted in brown, and
all previous jobs held are highlighted in green. (Figure 6.2.1.1.1).

NOTE: The jobs will be highlighted green when there is an ACM code associated to the duty
on the duty history dock.
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Select Career Field: | 61C - CHEMIST/BIOLOGIST | | Select
|+ Officer || civilian || Enlisted

Selacting a Career Field will display that Career Field's pyramid.

Experience Area:| Select Experience =

Track:| Select Track ~ The Jobs side of the pyramid displays the jobs available to members within a career 5
field. Right-clicking any of the boxes reveals a menu which will allow you to view
Reset details about the job or show the job progressions for that job. For complete
instructions on the functionality and a complete description of the Jobs side of the
pyramid, please reference the My Vector User's Guide. e T e e

| ean | axoues [fl oXDuties |
Division Chicf

=T Gurr/Course Dvl
Dep Div Chief Dep Gp CC Dep Ops Ofcr Deputy Director Dir 5taff/CAG Division Chief
Tech D/ 56

Curr/Course vl Dep Div Chief Dep Ops Ofcr Dir Staff/CAG Flight €C
- Ops Ofcr [ Student |

Branch Chief [ chemst/eio/ao
Curr{Course Dvl Dep Ops Ofcr Flight €C Ops Ofcr

I H 61A BX Duties 9X Duties Academnia-Entry Chemst/Bio/AD Student | Student |
R w
Skills

Figure 6.2.1.1.1 — Career Pyramid Jobs

When you right click on a Job, a pop-up button will appear that will allow you to “View Details”.
By selecting View Details, a pop-up will appear that will show the Active and Historical count of unique
duty titles the Career Field Management Team mapped to the Functional Experience Area (see Figure
6.2.1.1.2).
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-Branch Chief at Capt X

| E:EI Branch Chief

This page displays the number of people currently assigned to the respective ACM
code.

Job Duration: Not available.

Job Description: Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium

doloremque laudantium, totam rem aperiam, eaque ipsa guae ab illo inventore veritatis et quasi

Ora/Specialty Area Functional Area Active Count T  Historical Count T
Academic Branch Chief Education & Training 3 ] K
Center Branch Chief Education & Training 5 o
MAJCOM Branch Chief Education & Training /] 1]

. NAF Branch Chief Education & Training 1 0

! Wing Branch Chief Equal Opportunity 1 0

| HAF/SAF Branch Chief Force Development o 0

| HAF/SAF Branch Chief Force Support 3 o

‘ MAJCOM Branch Chief Force Support 1 [1]

i Center Branch Chief Management Engineering 0 0 =

Figure 6.2.1.1.2 — Job Details

A second way to view functional experience opportunities is by using the dropdown option at
the top left of the pyramid called “Experience Area”. You will select the functional experience you wish
to view and all the jobs highlighted on the pyramid with a Red border (Figure 6.2.1.1.3) will indicate all
the mapped jobs that have at least one duty with that functional experience associated to them.

This functionality provides a visual display of jobs and functional areas along the career pyramid.
For example, if the officer wants to be an Analyst at the Lt Col level and still gain personnel experience
(that is the functional experience selected in Figure 6.2.1.1.3), then he or she would have to perform a
new duty since there are no existing or historical duties that have this combination.
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Select Career Field: |38P - FORCE SUPPORT x| | Select

|+ Officer || Civilian || Enlisted
Selecting a Career Field will display that Career Field's pyramid.
Experience Area:| Personnel -
Track:| select Track The Jobs side of the pyramid displays the jobs available to members within a carser Id with ]
field. Right-clicking any of the boxes reveals a menu which will allow you to view Hel progression
Reset details shout the job or show the job progressions for that job. For complete | Progression |
instructions on the functionality and a complete description of the Jobs side of the “
pyramid, plezse reference the My Vector User's Guide. Held another Career Fald

M

o N on | oxowes [ ocowes | aroasewace [ Chofowos J] commend |

Y suien |
[__oxouies [ Action ofscer JJ| oy __|
* [oep o Chief JJ[ _ep oiv ief_Jff _oep Groupcc |

Wing Staff Ofcr

—“

BX Duties sxDues ] [ adiutane ] [ analyst ] _ _
IH [ighecc | [ tnstrueior ][ other ][ sectonch ][ sectionch ] [ section omd- ] (ESHMEREN
Wing Staff Ofcr

R
Jobs

Figure 6.2.1.1.3 — View Functional Experience on Job Pyramid

You are able to view any Track defined by the Career Field Management team in a very similar
manner to viewing Functional Experience through the dropdown option at the top left of the pyramid
called “Track”. This view shows the associated jobs identified by the Career Field Management team as
belonging to that specific track. Note: This option will only contain items if identified by the CFM
team; otherwise there will be nothing to select.

This functionality provides a visual display for you to see jobs belonging to the selected Track
along the career pyramid. For example, if an officer wants to view what jobs are associated with the
Chemist Track in the 61C career field then they will see the jobs highlighted in a red border as illustrated
in figure 6.2.1.1.4. Note: To reset the view of Functional Experience areas and Tracks, you simply select
the “Reset” button at the top left of the pyramid located under the track option.
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Select Career Field: | 61C - CHEMIST/BIOLOGIST | | Select

|+ Officer || Civilian |_| Enlisted
Selecting a Career Field will display that Career Field's pyramid.
Experience Area:| Select Experience ~
Track:| Chemist Track = The Jobs side of the pyramid displays the jobs available to members within a career =
field. Right-clicking any of the boxes reveals a menu which will allow you to view
Reset details about the job or show the job progressions for that job. For complete

instructions on the functionality and a complete description of the Jobs side of the . Held |
pyramid, please reference the My Vector User's Guide. Held another Career Field

| ein Il e [l expuies [fl  oxouwies [J acdemiaSr [f|  Command [§ Deputy Director |
s

|_Curr/Course Dul_|
Dep Div Chief Dep Gp CC Dep Ops Ofcr Deputy Director Dir Staff/CAG Division Chief ||
Tech Di

| ChemsyBio/s0 |
Flightcc__|

o et I B s o Fgicc o e

I I 61A BX Duties 9K Duties Academiz-Entry ‘Chemst/Bio/AD | n

Rotate ¢ Rotate to
Skills

Figure 6.2.1.1.4 — View Tracks on Job Pyramid

At the bottom of the Jobs Pyramid, you have the opportunity to rotate and view Education
and/or Skills. Upon clicking Education, the pyramid will rotate to the Education and Training pyramid
view.

6.2.1.2 Career Pyramid — Education and Training

The Education and Training side of the pyramid displays the different levels of education that
are of interest: Professional Military Education, Traditional Education, and Acquisition Training. Enlisted
personnel will view Skill Level instead of Acquisition training. An individual’s history is reflected in
green; in the officer example below, the member has a MS degree, has completed 3 levels of PME, is
certified in APDP | and APDP IIl (Figure 6.2.1.2.1). In the enlisted example below, the member has
completed ALS, NCO Academy, SEJPME and Course 14. They have also received their CCAF, BS/BA &
MS/MA, however there 3, 5, and 7 skill level training has not been updated in MilPDS (Figure 6.2.1.2.2).
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The Sducation ane Training skis of the pyramikd cisplzys both your sducabian and training data and the
=ducation and tralning cats pertinant to the AFC you ane viewing. Left-cicking an any of the boxes provides.
‘wau Irfermation abaut any of the Educatian ar Training categories. Far comiste Instructians on the
functianality and 2 compiets descriptian of the Educaticn and Training sice of the pyramic, plesce raference
the CFT Usar's Guide.

Fhiy/Frof Oeg

BS/BA BPOP 1

PME Education Acquisition

Rotate to Rofate 1o
Education and Training Jobos

Figure 6.2.1.2.1 — Education & Training Pyramid View (Officer and Civilian)

The Educatian and Tralning side of the pyramid displays bath yaur educatian and tralning cata and the
sgucation and training data pertinent to the AFSC you are viewing. Lak-dlicking on any of the boxes provides
you Infarmatian about any of the Ecucation ar Tralning categories. For comalete Instructicns on the
tfuncticnality and a complete description of the Educathan and Training skie of the pyramid, please referance
the CPT Usar's Guide.

|“
|
|

Education Skill Level

Rota Fotate
Skills Education and Training Yoos

Figure 6.2.1.2.2 — Education & Training Pyramid View (Enlisted)
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In this view, you can click on a box and select View Details to see the Career Field Statistics
within each category (Career Aggregates) and also individual accomplishments in the relevant categories
(Person/Position). Figure 6.2.1.2.3 illustrates the Aggregate Totals for the 1NX Career Field who have a
CCAF and also identifies the member’s specific qualification within the selected CCAF category.

Education and Training: LNX.in CCAF. x

Aggregate totals for INX in CCAF

SrNCO  Chief Master Sgt Total

BINZ INTELL AnALvSIS 51 12 L o &
AL COMM APPLIC TECHNOLOGY 1 s 1 o 1

4UHP  ELECTRONIC SYS TECHNOLOGY 0 2 o o 2

sUY  POLICE-SCI o 1 o o '

4VAD  ACFT MAINT TECHNOLOGY o ' o o .

Your Qualifications.

aaL comm appLic AWARDED ASSOCIATE con AL 05-Aug-2008
= TECHNOLOGY DEGREE e

Figure 6.2.1.2.3 — Aggregate Totals & Individual Qualifications

At the bottom of the Education Pyramid, you have the opportunity to rotate to Jobs or to Skills.
Upon clicking Skills, the pyramid will rotate to the Skills pyramid view.

6.2.1.3 Career Pyramid — Skills
The Skills side of the pyramid displays an individual’s skill tags & Career Field skills (SEI’s).

The Sidlis side of the pyramic displays the mast comman Skills for a Caneer Fieid and your attainment of
tham. Far complet= Instructicns on the functicnality and a comalete description af the Skills side of the
ayramic, pleace refenence the CFT Lser's Guids.

ND SPACE OF CENTER

SF0
ELACTAINIC ATTADK CASRBSLITY SFRCIALIST
& Memier

Individual Skill Tags Career Field Skills (SEI)
Rotate to Ratate w
Jobs L Education

Figure 6.2.1.3.1 — Skills Pyramid View
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6.2.2 Experience Codes
In this section you will be able to choose any career field and view the career field experience
structure (Figure 6.2.2.1).

View Experience Codes

In this section you are able to choose any career field and view the Career Field

Experience structure.

Career Field

62E - DEVELOPMENTAL ENGINEER ﬂ

Functional Codes:

Organization/Specialty Codes:

Job Codes:

Code Description Code Description Code Description/Grades
C C4ISR A ALC(SPO) 1 Student Job
E Education and Training D Data Masked Maj, Lt Col
| Information Operations E Academia A Project Officer
N Nuclear F FOA/DRU/AF Agency Lt, Capt
s Space G Agency - Non-AF B Branch Chief
W Weapons H HAF/SAF Maj. Lt Col
X Delete ] Joint E Engineer
Y Testing L Lab Lt
M MAJCOM F Flight CC
N MAF Lt. Capt, Maj
s Prod Ctr (SPO) 1 Instructor
T Testing Capt. Maij. Lt Col. Col

Figure 6.2.2.1 — View Experience Codes

PEM

Maj, Lt Col

SQ CC / Mat Ldr
Maj, Lt Col

Staff Officer

No Grades

You will also have the ability to view all your completed education and training by clicking

“Education & Training”.

6.3 Education and Training
This section allows you to view a summary of your education and training information (Figure

6.3.1). You will have the ability to view the following tables with associated information:

o Education: Identifies the individuals’ degree information to include the Code, description, level
(Ex. MA, BA, CCAF, etc.), school, and award date.

o Professional Military Education (PME): Identifies the individuals’ PME information to include
the code, description, level (Ex. IDE, PDE, Course 14, etc.), residence status, and award date.

o Acquisition Certification: Identifies acquisition certifications held by the individual and includes

the code, description, level of certification and the award date.
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o Training: Identifies all training related courses updated in MilPDS/DCPDS for the individual and
includes the code, description, level, school, and award date. Note: some sections on this table
may be left blank if not applicable.

MyvECTOR DASHBOARD  LATEST NEWS  MENTORING  RESOURCES @ HELP & DAVID FRANCIS ~

[~ I8 ect
() Sec vy Expertonce Education and Training

your Education and Training experience.

) Join Discussions View your Education and Training entries from DCPDS.

Dr.';—'z\ e Education:

Award
Level Description School Date
Master's Military and Strategic Leadership (280602) Air Force Institute of Technology-Grad Sch 01 Jan
degree Eng&Mgt, WPAFB OH 2007
Master's Human R Management/Personne Chapman University, Orange CA 01 Jan
degree Admin,Gen(52 998
Bachelor's Business Administration and Management, University of North Texas, Denton TX 01 Jan
degree General (520201) 1993
Professional Military Education:
Award
Code Description Level Method Date
ACS  AF-AIR COMMAND AND STAFF  IDE 03 - Technology Based (Software tutorials, CD ROM, Web-based, 25 May
COLLEGE nteractive media, 2007
BF AF-5QUADRON OFFICER PDE 01 - Traditional Classroom (no technology, classroom at school) 15 Jan
SCHOOL (s05) 2000
Acquisition Certification:
Type Description Level Award Date
A Program Management SENIOR LEVEL (lll) - IN DEPTH KNOWLEDGE - SPEC, MAND, EVAL 24 Mar 2010

Figure 6.3.1 — Education & Training

Lastly in this section, if you would like to export your experience to view or pass along to
leadership, you can simply click the export option.

6.4 Export My Experience

You will have the ability to export “My Duty History” to a PDF file. The PDF will open and you
can save it to your computer. It contains all the information identified within the “My Duty History”
section.
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7.0 Bullet Tracker

You can use this is a place to store all of their accomplishments throughout the year. You will be
able to create a tracker using a specific time period, add accomplishments to the tracker, and share your
tracker with your mentors (Figure 7.0.2).

The current tracker will display by default and provides you the dates of the tracker, the status,
the rank and the supervisors name (Figure 7.0.1).

Manage Bullets Trackers

Maintain your accomplishments throughout the year. Start
] o . ' Col

by identifying a time period and grade. Keep track of

spedific actions and share your bullets with a mentor. Archived Trackers

Start new Bullet Tracker

29 May 2015 to 11 Jul 2015: Officer - Lt Col

Supervisor: paul McAree

New
& Edit Tracker | ™ Export | & Archive
Training, Education, PME, Professional ¢ 2+ & ln

Enhancement/ Communication
Action Taken
Completed PME

Impact
Accomplished the training

Result
Won Award

T
5/26/2015 @ 12:34 PM

Figure 7.0.1 — Bullet Tracker Landing Page

This page will display a list of all trackers located to the right; with the top tracker being the
most current. You will have the ability to view archived trackers, by clicking “Archived Trackers”. If you
desire to move an archived tracker back to active, they simply click the restore option.

To start a new bullet tracker, you will click “Start new Bullet Tracker” and you will be directed to
the “Create Bullet Tracker” page (Figure 7.0.2).

To add a new bullet to the current tracker, you will click “Add Bullet” and you will be directed to
the “Add a Bullet” page (Figure 7.0.3). Once a bullet is added, you can edit the bullet, delete the bullet
and/or move the bullet up and down (via the arrow) to place in order of precedence.
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You can edit the tracker at any time by clicking the “Edit tracker” and be navigated to the “Edit
Bullet Tracker” page which looks exactly like the “Create Bullet Tracker” page (Figure 7.0.2)

You also have the ability to export the tracker to a PDF in order to print or save for future use.

When you are prepared to archive your current tracker, click “Archive” and you will be asked if
you want to archive the tracker. Upon clicking “Ok”, the tracker will go to the archived trackers.

Create Bullet Tracker

To start a new bullet tracker, please fill out the form below.

Please Select a Grade
Grade *

select a Grade v

Please Select a Supervisor Start Date
Supervisor Start Date *

Please Select a Supervisor End Date
Supervisor End Date
Please Enter a Supervisor Name

Supervisor Name *

Please Enter any Comments

Comments

Figure 7.0.2 — Create New Bullet Tracker

You will be prompted to select their Grade, update supervisor start date, update supervisor end
date, manually type in supervisors’ name, and enter any comments. You must click “Create Bullet
Tracker” located at the bottom of the page to create.

Add a Bullet

Add a bullet by filling out the form below.

Select Category *

Select a Category v

Enter Action Taken *
Enter Impact of Action

Enter Result of Action

Create Bullet m

Figure 7.0.3 — Add Bullet to Tracker
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You will be prompted to select a category that best fits the accomplishment you are adding,
type in the text box the action taken, type in the text box the impact of the action taken, and type in the
text box the result of the action taken.

You must click “Create Bullet” in order for the event to save in the tracker. Once this action is
completed, you will be able to view the bullets located on the “Bullet Tracker Landing Page” (Figure
7.0.1).

You will also have a “Join Discussions” area of interest that is located on your dashboard. You

will navigate to this section in order to Manage Discussions.

8.0 Join Discussions

This is where you will be able find questions and answers about an array of topics. You will have
the ability to join groups, start groups and communicate within the groups. Upon entering this page you
will land on the manage discussions page (Figure 8.0.1).

If you wish to view discussions, simply click on “View Discussions” (Figure 8.1.1). If you wish to
start a group, simply click on “Start Group” (Figure 8.2.1).

W), View Discussions © start Group

To report an inappropriate post, please submit a Help Desk Ticket.

My Groups
ﬂ Eva's Private Group [ 12 (2]
Members Topics
Join up!
@ Birds Outside 4] o
Discuss bird watching and the types of birds Members Topics
Q@ e @ @
Members Topics

Test

Figure 8.0.1 — Manage Discussions Landing Page

The landing page will populate with the individuals current Groups. You will be able to view the
name of the group, the number of members currently in the group and the number of topics already
presented. You can also click on the name of the group to enter the group (Figure 8.0.2).
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Upon entering a discussion group, you will be able to view name of the group, the topics being
discussed, view settings (if they are the group owner), leave the group, start a new topic or even

comment on current topics.

The display will show you the number of members and topics within the group as well as the

number of posts within a topic.

Discussion Group - Test

Started on 3/10/2015 12:29:44 PM by WILSON HERNANDEZ

@ Test o ©

Test Members Topics

Start New Topic

Topics

i@ Did the barn owl give a moot hoot to the cow's chute? (1] 5/26/2015
A 2015 5:13:54 PM Posts 9:25:30 AM

SHUA ] on 4/2372

Started By TUMANENG, JO!

Last Post

Figure 8.0.2 — Enter a Discussion Group

If you are the group owner, you can click on “Settings” and adjust the group Name, description,
and notifications. You will also have the ability to view the group’s membership (name of group
member, date/time stamped when member was approved in the group, and their email address). As the
group owner, you can remove a member from the group by clicking “remove” located to the right of the
member you wish to remove. Note: If it’s a public group, the date/time stamp populates with the date
the individual joined the group.

When you would like to leave a group, click “Leave Group”. When this action takes place, you
will be navigated back to the groups landing page and the group will no longer be visible on this page.
Note: If you are the only group owner, you will not have the ability to leave the group as there must

be one owner in the group.
You can start a new topic by simply clicking “Start new Topic” and Figure 8.0.3 will appear.

To start a new discussion topic, please fill out the form below. Discussion topics organize
discussion threads into specific topic areas you define.

Please provide the title for your new Discussion Topic

Title *

* Indicates required field
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Figure 8.0.3 — Start New Discussion Topic

Upon entering start new topic, you will be prompted to update a title for the new discussion
topic.

While in the discussion Group, you may make comments on an existing topic. By clicking the
topic name you will enter the topic (Figure 8.0.4). You can then create a new post, direct reply or delete
comments you created.

Yes. They are good.

Started on 7/8/2015 12:05:04 PM by Paul Mcaree

SMITH, LISA M Posted 7/8/2015 9:46:07 PM
. I'love chicken finger subs. They make the best in NY.

({@Mearee, Paul W
Az long as they are made with real chicken.

Direct Reply

Figure 8.0.4 — Create Post within a Topic

To create a new post within a current topic, you will click “New Post” and will be prompted with
a text box to enter your message.

To direct reply, click “Direct Reply” and you will be prompted to update a reply message.

You will be able to delete your comments, by clicking “Delete”. Only the originator of the
comments can delete them.

As a group owner, you have the ability to hide a topic by clicking “Hide Topic”.

If you are looking for a specific group or would like to see what discussion groups exist you can
click “View Discussions” located at the top of the landing page in Figure 8.0.1.

8.1 View Discussions
This page allows you to view an array of discussions groups (Figure 8.1.1). There are two types

of groups, Public and Private. You can search for a particular group by typing in the name of the group
or a keyword tag.

Public groups are identified with a globe to the left of the name and can be joined by anyone.
You can simply click “Join Group” located to the right of the group. When this occurs, you will be
navigated to identify your preferences in receiving notifications when topics are added or new posts
have been added to a topic.
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Private groups are identified with a lock to the left of the name and require access approval.
Locked groups are specific to certain career fields and groups. You can request access by clicking
“Request Access”. This will generate a notification to the Group owner(s) for approval / denial action.

To report an inappropriate post, please submit a Help Desk Ticket.

My Groups
@ Yet another group with tags [ 604 ] (16
= [ ey Tag=: Discussion MemBers Topics
Something Group TAG
@ F-15 Radar Maintenance / [ 20 ] (13 ]

s ey e e e Mermbers Topics

Talk with the experts and get some help from the old dogs.

~Y George Discussion T 1] (1]
Members Topics

BT Group Name
n My Test Group L1 ] (o]
My test Group Mermbers Topics
@ Success (1] O
Test Mermbers Topics
n This is a 63A group e 1]
Mermbers Topics
Test
n Future General Officers ' 2] [=]
Discussion on developing future leaders Members Topics
61A - Ops Research Forum
This forum is to help foster collaboration among the 61A OR career field Members Topics
[P naing approvai o join ]
n Shop Talk L 4] [0 ]
Talk about amy work related topic Members Topics
n Internal for owners © [ 0
Mermbers Topics

Internal discussion and topics

Figure 8.1.1 — Discussion Groups

All users will have the ability to begin a discussion group on any topic they choose.

8.2 Start Groups
You have the ability to start discussion groups. If you start a discussion group you will be

identified as the “The group owner” and will be required to complete a form to identify the group,
(Figure 8.2.1).
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To start a new discussion group, please fill out the form below. Discussion groups can be
either public or private. It's a great place to collaborate with peers on any topic.

Please provide the title for you new Discussion Group

Title *

Briefly describe the discussion group and the type of topics expected.
Description *

A public group allows anyone to read and post in your group. When the group is private, users must ask to join the group.

[ Publicly Available

Notifications

[ Notify me when a new member is requesting to join the group
[ Notify me when a new topic is added
I Notify me when a new post has been added to a topic | am subscribed to

* Indicates required field

Figure 8.2.1 — Start a Group

Once a group is created, it will appear on your “My Groups” page. If you elect to receive
notifications, notifications will be delivered via email as well as via your activity feed on the dashboard.

The last area of interest that was located on your dashboard is the “Update My Profile”. You
will navigate to this section in order to manage your profile and view information on personnel you are
the Supervisor or Senior Rater for.

9.0 My People

This tab will allow you to view information on those you are the Senior Rater for or those you
are the Supervisor. The quick view table will provide your role to the individual, rank, name, career field
and current duty entry of the individual.

The hyperlink to the name, will allow you to click and view the individual’s duty history summary
(see figure 9.0.1).
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GG-13 THOMAS A BRISTOW

Current Rank & Date of Rank: GG-13 - 08 Jun 2012
Career Field: A2G Intelligence

Component: Civilian

Duty Location: OS| Quantico, Prince William, VA

Career Field Experience Summary:

Career Years Months Component

No results found.

Functional Experience Summary:

Career Functional Years Months Component

No results found.

Org/Specialty Experience Summary:

Career Org/Specialty Years Months Component

No results found.

Job Experience Summary:

Career Job Years Months Component

No results found.

Figure 9.0.1 — My People — Duty History

10.0 My Profile

You should keep your personal/mentor profile within MyVECTOR current. This area is viewable
by Mentees, Mentors, Senior Raters, Supervisors and Development Team (DT) boards.

10.1 My Profile — Personal Information

This is where you can add your Development Team Career Group, Supervisor, Senior Rater,
email, hobbies, skills, and provide a brief summary The personal information displayed comes from
MilPDS for Military or DCPDS for Civilians, you will have the ability to adjust certain items in this section
(see figure 10.1.1).

Note: If you are registered as a user in the “Other” category, you will have the ability to edit your
ethnicity and gender on this page.

This information is displayed upon entering “My Profile”. The following information is pulled from
MilPDS or DCPDS for Military and Civilian employees. Note: If you are political appointee, contractor,
sister service or other user, this information will be left blank or input by you.

The development team career group is important to ensure appropriate consideration by
Vectoring boards.

The email is particularly important as this is how MyVECTOR email notifications are generated to
remind you of specific actions that require their attention.

The Supervisor and Senior Rater will be updated by clicking “Add Supervisor” and “Add Senior
Rater”. You will have the ability to search by First Name, Last Name, Career Field and / or Grade. Note:
You are not required to populate all fields to complete a search and results will only display MyVector
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registered users. Once you populates Supervisor and Senior Rater, you will than have the ability to
“Change” or “Remove” the Supervisor or Senior Rater.

Updating a summary will allow you to share accomplishments and/or experiences with potential
Mentees. To update your summary enter free text and click “Save”.

Adding skills, hobbies and interests to your profile will prove to be beneficial when Mentees are
looking for specific skills within a Mentor. To add a Skill and /or hobbies & interests; type in the
information and click “Add Skill”.

Personal Information

Name Current Rank & Date of Rank TAFCSD

Stephen ML Col - 01 Dec 2004 17 Oct 1586

Gender Ethnicity

Male # Two or more races

Component Career Field Duty Unit Organization Duty Location

Regular AF 51) - JUDGE ADVOCATE AF LEGAL OP AGENCY BOLLING

Officer DT Career Group Civilian DT Career Group

None Available a2g ﬂ
Email

test_stephen. lesnicki@bamtech.net_test
Summary

B|I | U = &| =

i
i
1}

Supervisor Senior Rater
&WOOD, 1AN & ANO, AUSTIN
&+ Change Supervisor &+ Change Senior Rater

&« Remove Supervisor &« Remove Senior Rater

Skills

© Financial Management © Family Planning © Leadership

Start typing a skill... © Add Skill

50 characters max per Skil

Hobbies & Interests

(oo J oimre [ ot Loron P o

Figure 10.1.1 — My Profile — Personal Information
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On this page, after updating your personal information, you can navigate to My Mentor Profile
to update your Mentoring profile if you choose.

10.2 My Profile — My Mentor Profile

This tab allows you to update your Mentor profile without having to return to the Mentoring
Connections section. Simply click on “My Mentor Profile” and you will be able to update your Mentor
Profile right here!

While navigating through the application and you feel that you need additional assistance, you
always have the option to click “Help” on the top menu bar.

11.0 My Development Plan

This tab allows you to view your Job Preferences, update your desire for Training and Education,
and update your Career Goals.

11.1 Job Preferences

This tab displays your job preferences to be considered by the Development Teams during the
vectoring process (see figure 11.1.1).

T —r——

Job Preferences

‘You can specify your job and location preferences nere. Use the up and down arrows ©0
prioritize your choices. Your changes are saved automatically.

' Near-Term Job Preferences (1-3 Years)
1. 38P - FORCE SUPPORT, Dep Branch Ch, Manpower & Personnel hall et
1. PENTAGON [a]=
<+ Add Location
2. 11F - FIGHTER PILOT, Possibly, Staff bl el Bk
<+ Add Location
“ Mid-Term Job Preferences (3-5 Years)
1. 14N - INTELLIGENCE, Flight CC, Education and Training < R
1. EGLIN +4x
2. GOODFELLOW 4
3. FT HUACHUCA + 4 x
' Far-Term Job Preferences (5-10 Years)
No jobs selected
v Location Preferences
1. VOLKEL + 4+ 0x
2. FT HUACHUCA + o+ x>

Figure 11.1.1 - Job Preferences
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11.2 Developmental Education

This tab allows you to update your desire for training and/or Professional Military Education
programs. You will also be able to update your desired PME course (see figure 11.2.1). You can also
view your current and historical Developmental Education boards by selecting “Click Here”.

Jab Preferences Developmental Education Intent & Comments

Developmental Education

You can make updates below for input

elopment Team. Changes to your
iew your current and historical

Your Developmental Edueation Goals

provide comments outining any rekvan i conceming your Developmental Educatian goals that you weld ke

d your Developmensal Team to

Save || Cancel

I desire o be considered for a Professional Millzary Education Program L.

" Professional Military Education Course Preferences

1. Au izn Defense and Strategic Studies Course (SDE) ol Bl B
1 desire to be considered for an Advanced Academic Degree L.

* Adwanced Academic Degres Preferences
1. Applied Systems Enginearing, MS/MA ol nall B
Apabied Systems Engincering

Test Scores

Undergraduate GRA GMAT Date GRE Date

- -

Graduate GPA GMAT Verbal Score GRE Verbal Score

GMAT Writing Score GRE Writing Score
GMAT Quantizative Score GRE Quantitative Score

1100
GMAT Overall Score:

Figure 11.2.1 — Developmental Education
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11.3 Intent & Comments

This tab allows you to outline any relevant details concerning your career plans, goals and any
other information you would like leadership to know about (see figure 11.3.1).

Intent & Comments

‘You can make updates below for input to your Development Team.

Assignment Intent

(Changes are saved automatically.
Overseas Long Tour Desired Last Update: 3/27/2015

Yes G

‘Overseas Short Tour Desired La=: Updare: 5/14/2015
Yes LY

Command/Leadership Intent La=t Update: 3/27/2015
ve 2N

Assignment Intent Last Update: 3/27/2015

Do Mot Wish | Sep/Ret App in System

Join Spouse Last Updare: 4/23/2015

Yez | Mo m

Your Career Goals

Last Update: Never

Flease provide comments outlining any relevant details concerning your career plans, goals and any other information you

would like leadership to know about you (personal interests, goals, etc...)

1000 characters remaining

Save Cancel

Figure 11.3.1 - Intent & Comments
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12.0 Help

This is where you will be able to locate all user guides, view Frequently Asked Questions (FAQs)
and submit help desk tickets. You will have the ability to click on each of these areas of help and be
navigated to those areas.

MgVECTDR‘ DASHBOARD  LATEST NEWS  MENTORING  RESOURCES @ HELP & MARIA SMITH ~

Help

Dashboard / Help

- e Frequently Asked Questions

Frequently asked guestions are a great way to find answers to commonly asked questions

n Submit Support Ticket
on MyVector.

a My Support Tickets
Where does the data come from in MyVector?

User Guides
What is an Airman Capability Management or ACM Code?

| am both a Reservist and a Civilian employee; why can | only see one of my record types?
What is a Cross-Functional Global Summary?

What is an Individual Tag?

If | update my Join Spouse intent and assignment preferences in MyVector do | still have to update in ADP or
TCDP?

My Duty history is incorrect, how do | correct?

| have questions about my Development Team (DT) vectors, who should | contact?

Figure 12.0.1 — Help Landing Page

While on this page, if you still need additional help, you have the ability to submit a help desk
support ticket at any time.

12.1 Submit Support Ticket

If you have questions, concerns or issues with MyVECTOR, you may submit a support ticket. You
can do this by clicking “Submit Support Ticket” located on the Help Landing Page (Figure 11.0.1). You
will be navigated to a ticket details page as indicated in Figure 11.1.1, This is where you will be required
to input a Category, Sub Category, Email, Phone number and a brief description of your concern. You
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will also have the ability to upload an attachment to the ticket (max of 4 megabytes). Note: All fields
identified with an * are mandatory data fields.

Ticket Details

Please fill out the form below to submit a help desk request.

Category * S5ub Category *

Select Category ] Select Sub Category ]
Area in application that your problem is Sub Category of area in application that
closest to your problem is closest to
Email * Phone *

lisa. smithi@bamtech.net

Description *

Attachments

In order to better assist you, please upload any attachments that would help explain the issue.

File Restrictions
= File size is restricted to & maximum of 4 megabytes
= Supported file types are: o, .docy, and _pdf

Select files...

Figure 12.1.1 — Submit Help Desk Ticket

13.0 Summary

This user guide is an overview for an individual user’s experience within MyVECTOR. MyVECTOR
allows all users the ability to view aspects of their Career and plan for their future. This application
continues to evolve. As it does, you will be able to view these changes via Latest News, FAQ's, and
updated User Guides. If you see errors within this guide or have suggestions for future improvements,
you can submit these by using the “Submit Support Ticket” option located under “Help”.
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