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MyNavy Assignment (MNA) replaces the Sailor-facing component of the Career Management System — Interactive
Detailing (CMS-ID). It is the new interface to the Detailing Marketplace, providing you more options, greater career
flexibility and increased transparency. MNA supports MyNavy HR goals to transform MyNavy HR, deliver Sailor
2025, and man the fleet to support a 21st Century fighting force. The current upgrade is for enlisted active duty and
FTS Sailors. A subsequent upgrade for enlisted Reserve Sailors is in development for an upcoming release.

In MyNavy Assignment you can...

¢ Explore new opportunities for personal growth,
promotion and rewarding service.

e Showcase personal skills and market yourself
=== to future commands.

o Apply for jobs, interact with detailers and track
Permanent Change of Station (PCS) orders.

MNA can be accessed via the MyNavy Assignment link on
MyNavy Portal https://my.navy.mil/. The link is posted in both
the Quick Links and the Assignment, Leave & Travel (ALT)
Career & Life Event (CLE) section.

Increased access window

Sailor viewing access is extended from the two-week job
application window to anytime access. You may access MNA
anytime to view jobs, perform searches, bookmark desirable
jobs and update resumes. NOTE: Your window to submit job
applications remains a two-week period in each detailing
cycle.

...................



https://my.navy.mil/

MNA SCHEDULE FOR ACTIVE DUTY AND FULL TIME SUPPORT
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Detailer Contact List

PERS-401 — NAVY DIVER / SEAL /| SWCC / EOD

Rate Phone
BRANCH HEAD 901-874-3569
ASSISTANT BRANCH HEAD 901-874-3865
ADMINISTRATIVE OFFICER B01-874-3622
SEABEE (EB-E9 901-874-3571
SEABEE (ET) 901-874-3559
SEABEE (E1-E6) CB SR DFTAILFR FCTENAVY MIL 901-874-2768
EO (E-6 & BELOW) M EO DETAT SR FCTGNAVY ML 901-874-3567
CM (E-E & BELOW) i L 901-874-3568
CE/UT [E-6 & BELOW) 901-874-2387
BU {E-6 & BELOW) 901-874-3653
SEAL (ET-E9) 901-874-3563
SEAL [E1-EE) EAST 901-874-3572
SEAL (E1-EE) WEST 901-874-3574
S0 BOAT OPERATOR 901-874-3573
NAVY DIVER 901-874-3561
ECD 901-874-3564
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MyNavy Assignment - Tutorial

Where Do You Need Assistance?
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PERS-4013 prepares jobs for

e advertisement.

Sailors and Career Counselors
m submit job applications.

Prospective commands
m review and comment on

applicants.

m Detailers make selections on
applications.

Selection results are made
available.




1. Detailer Contact Info - Provides name and telephone number for your Detailer.
2. Sailor Application Lifecycle Tracker (SALT) Dashboard - displays status of your application.

3. Current Information - Announcements from NPC or BUPERS with important information about
jobs, rating health or other rating-related topics.

4. Jobs - Provides search options to find a variety of jobs for the current cycle.
5. Sailor Info - Provides access to personnel searches and individual personnel data.

6. Applications - Allows you to review and modify outgoing applications and see selection results.

MyNavy Assignment > Active Sailor Home Home Jobs Mylinfo Applications Resources Help Account

Session Timer: 13:28 (520 CHES S . Role: Enlisted User - USN [

Detailer Contact Info
o Detailer Name — telephone I
o v Submit Applications v Applied (0) v Selected v Orders Under Review Orders Pending Release

Orders are pending release

Current Information

o . E Saved Search
Announcements from NPC
Impoetznt infoemnation about jbs and > Jobs By My Preferences Jobs By My Qualifications
AppECAcng

v My Bookmarks

Sailor Info Applications

o o Apply Start
My Resume My Personnel Info My Applications
25-0CT-2019
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On first use of MyNavy Assignment, you will automatically be directed to update your user profile. You must update
the information annually, and you should update it when changes occur (e.g. new cell phone number).

NOTE: You must have a primary email address to access the system. If your email is blank, you will automatically
be directed to the User Information page to enter a Preferred Email Address.

1. Select My User Profile under Account tab

Home Jobs My liInfo Applications Resources Help Account’

2. Enter User Information and click Update

3. Ensure receipt of test email a
User Information . .
You must have a primary email
Contact NI.IITIhEI'l oSN | Preferred Email Address \ address to access the System'
Secondary Contact Number Secondary Email Address YOL_’I V\_”" be forced here upon
i _ DSN [ login if blank.
Additional Contact Number
- DSN [
Onboard UIC Activity Name
40535 FWC AVN DET GERM
Notification Method
O System Alert Primary email will be used for
L new push notification capability.
Note: Some email notifications will be sent regardiess of | ¢ _ NPC can “push” comments and
s notifications to Sailors’ email
Contact Information Last Updated . .
03.SEP.2013 12:28 independent of selected Profile
Last Login Notification method.
HIFMT
N— \

MyNavy Assignment Alert

User profile updated successfully. A test email has been sent to
ctr@navy.mil. If you do not receive it shortly, you should check to
ensure that your email address has been entered correctly.

-Access Community Notes to view important rating-related information written by

Detailers.

Jobs IdyInfo Applications Resources Help Account

View Jobs

Current Phase: Role: Enlisted User - USN [

Community Notes

Select Community: A5 v

My Bookmarks

Community Notes Notes from Community Detailer




With expanded availability and increased visibility, MNA is your tool to explore jobs of interest and begin charting
career possibilities. Do not wait until your detailing window; begin today to consider future jobs of interest.
Determine what skillsets are required for potential jobs and look to improve your resume and become more
competitive for future assignments. Bookmark jobs you want to keep “front and center” as you return to MNA for

career planning

MNA increases your visibility to all generated jobs
(vacancies) in the detailing cycle, both jobs that are open for
application and closed (not available for application due to
mission requirements). You will only be able to apply for
those jobs in the open category during the application phase,
but can view, research and bookmark any generated job
throughout the entire cycle.

MNA allows you to conduct detailed job searches using a
wide variety of search criteria.

e Search All - Page displays all jobs, based on a Sailor's
rating and paygrade (up/down one paygrade).

e Jobs By My Preference - Page displays jobs by the
current items selected in My Preferences. (Refer to
page 6 for setting preference options.)

¢ My Bookmarks — Page displays up to 100 jobs of
interest that were bookmarked.

Saved Search

e Saved Searches - This function stores the currently selected set of search criteria and allows you to name the

search. You can save up to twelve searches, and saved searches are retained for
up to five years.

e Jobs By My Qualifications - Qualification Match Indicators provide a quick
reference on your suitability for a job in terms of qualifications, current
assignment and duty preferences. The indicators resemble traffic lights, and the
colors carry the same connotations: a green light indicates favorable conditions; a
yellow light implies caution; and a red light indicates a poor match.

Search filters — Type Duty, Communities (including Rate
Commonality matches), Mapped Communities (Special
Program Jobs), Job Status (including Advance to Position
[A2P]), Pay Grade, Location, Service Component
(Active/FTS), Additional (including Incentive Pay).

[Type Duty

o |

S ommun

|Include Rating Commonality =
T -

Matc
All Communities
¥ GM
1 AB
| ABE
AEF
| ABH
O AG
1 AD

7254 - Combat Systems Lead

| &03R - Navy Recnster Cammsser

S0RA - Basic Svwamming and Water Sunval .,

S11A - Memtenance and Matenal Managem
]

¥ Accepling Apphcations

¥ AP
__H Open
& Not Accepting Applications

e

rar Grade
Ev]-(6v]

than

T COmpo
b Active
[1FTS

ditional Filters




My Job Search Preferences is like a “dream sheet”— a description of the next Navy job you would like to have. On
first access to MyNavy Assignment, you are directed to complete Duty Preferences after completing your user
profile. This information is required to be updated annually, but can be updated anytime.

Job Search Preference Categories i
MNA allows you to communicate to your detailer what you

consider most important in your next assignment per five
preference categories shown below.
C—
You may select up to
twenty preferences per

category. A desirability level must be assigned to each
category selected: 1-5, with 1 indicating the most
important. Sailors have the option to indicate
preferences to all five categories or just a select
few (one category, at minimum).

Job Search Preferences Importance Rating
Note: At least one (™) field must be filled in order to update. Applicable fields must have sequential ifnportance ratings. (i.e., if two Pr%rences are selected, the importance ratings must be 1 and 2, in any order.)

N/A 5 4 3 2 1

Communities® ABE ~ ) Edit Low . High
N/A 5 4 3 2 1

Locations® None Edit Low . High
N/A 5 4 3 2 1

Command Names® None Edit Low . High
N/A 5 4 3 2 1

Platform Types*® None Edit Low . High
N/A 5 4 3 2 1

Type Duty* None Edit Low . High

Additionally, Sailors can set preferences for:

e Career Intentions

e Career Interests (Optional)

e School Preferences (Optional)

e Duty Willing To Extend For (Optional)

e Special Programs

NOTE: If you are interested in special programs, it is important to use Duty Preferences to express this interest. This

section of preferences ties directly to the personnel search function and allows special program Detailers to find
Sailors who are interested in special programs.



Search results automatically show all data requested by the search criteria.

Note: If the basic job search provides too large a pool of results, narrow the scope of the search by using the
search filters. For example, if you are currently on Shore Duty, you should narrow the search to Sea Duty jobs
only. If you are qualified for a closed-loop NEC Closed community, you should select that option within your

rating.

cycle.

Search Filters

MyNavy Assigrment > Job Search

Bookmarks
(Up to 100)

Job Status
Accepting Apps:
A2P
OPEN
PACT (PACT Sailors only)
No Apps Allowed:
CLOSED

Home Jobs Myinfo Applications

Resources

View-Only job category allows you to view jobs that are available, but not prioritized for applications during the

Help  Account

Session Timer: 13:57 ({1} Curremt P My Vookmarks: Role: Enlisted User - USN [
|
Iype Luty gA Select | Bookmark Billet Title App | Job Status Incentive Type Duty Location Rate Activity Name Detalls iz
Communities
Ulinclude Rating Commenality . 1 GUMNER'S M, [i IV Na SEA CA, SAN DIEGD GM1 LCS CREW 730 ﬂ
Matches
.vr' :‘f.;:‘m""“""'ﬂ= . L] GUNNTS MATE o AP No SEA CA, SAN DIEGO GM1 LGS CREW 234 n
[ :E O [H] EAPONS ADMN 1] Open No SEA CA, SAN DIEGD GM1 MIW DIV 12 MET ﬂ
[l ABF
] ABH O n WEAPONS ADMN 1] Open No SEA CA, SAN DIEGOD GM1 ASWDIV 13 MET n
1 AC
1 AD N O n INST F LS SW MOD 0 Closed No SHORE CA POINTLOMA  GMi ELTASWTRACEN PL B
Mapped Communities
% S‘ﬂyh;'ﬁj_';m';,j;f""m, " O % SMALL ARMS TEGH 0 Glosed No SHORE HI, PEARL HARBOR  GM2 MSWG THREE LOGSL u
Basic Swmmng and Water Survvel o,
ﬁ prree il ° n LEGAL 0 Closed Mo SHORE CA, SAN DIEGO GM1 TSC SAN DIEGOD ﬂ
5
T e (@] ] INST PRE A LIFESKILLS 0 Ciosed No SHORE VA, VIRGINIABEAGH ~ GM2 TSC HAMPTON RDS [~ |
“ 0
& Not Accepting Appications O ] INSTRU MK46 0 Closed No SHORE Wi, KEYPORT GM1 NUWCKYPT FMS TRG B
g O [N TROOP TWO ARMORER 0 Closed No SEA HI PEARL HARBOR  GM2 NSWG THREE LOGSU B
:::i::r::ompomm g O [H] WEFRS/ORD TECH 1] Closed No SEA CA, CORONADO GM1 NSWG1 LSL SEA ﬂ
& Actve
O FTS O ] INSTF GM FC 1] Closed Nao SHORE HI, PEARL HARBOR GM1 CSCS DET PHARBOR u
Additional Filters
@ @ O [H] WEPS/ORD TECH 1] Closed No SEA CA, CORONADO GM2 NSWG1 LS SEA ﬂ
O 1 WEF DS TEC/SMRD CIVSUB FY22 0 Closed Mo SHORE NV, FALLON amM2 HAWDG n
. ! O [H] INST F LCS SW MOD 1] Closed No SHORE CA, POINT LOMA GM1 n
! = .- O ] WEPSIORD TECH 1] Closed Nao SEA CA, CORONADO GM1 u
-'il m O [H] CONTROL CENTER SUPERVISOR 1] Closed No SHORE CA, MIRAMAR NAS GM1 n
a— A 1~ Page 11212141518 -
\ View Job Details
. . (Incentive pay, Female capable, Tour
Save Search - This function pay, Female capable,
: th v selected length, Qualification Match
stores the curren :
1y S€ Indicators, etc.)
set of search criteria and
allows users to name the o q F——— , 7o - e ———
search. Users can save up to RPN pemecople  FUASSIER servce Gomponant ok i e e
™ o s e s
twelve searches, and saved e s = i
. ind Tour Langeh Commants Prospective Location
searches are retained for up — B
to five years. e
TR R T e i Novieg Cout ach e s




The Sailor Info section gives you access to service record information
that is reviewed by Command personnel and Detailers. You should
ensure that all data shown is correct and up to date.

NOTE: If discrepancies are found, work with your Command Pay and
Personnel Administrator (CPPA) to have your information corrected in
the primary data source.

= MNA expands your capability to highlight your skillsets to Detailers and
prospective Commands through My Resume. My Resume provides a snapshot
of your service record to highlight your professional skills, personal details and
m experience. The Sailor Resume page details information such as:
e Assignment History SAMPLE SAILOR ONE NI
000001 2345 mw
° NECS ACTIVE
SR N N A
DG 51 A BURKE U S BASED SEA DUTY Nl VOAPRIONT - Presems
e Warfare
e Professional Information mANSCOM 1D 1" BASED SHORE DUTY i IEMAY2012 - 26MAR17
e Education and Language
[TACIRON 22 U S BASED SEA DUTY ™ LIAPRI0OE - JOAPRIOL2
e Performance Data
e Family Information
MNEC(s)
e Resume Comments 7 i g
Seatus Prumary Famly Members (1) Military Spoase
CTASVABR Secondery Family Mesber {L: Milgay Spouse 555
DLAB EFM Level (1) Time i Rate
Securry Clesiance Certifscation Dute (181219 ) Diate of Rase
Date Crasnbed
.. CWAY Starus J
It is important for you to Date Gt
enter comments to et Ruls o o) —— = —
. . Highest Drploms Level Awarded { J0GH $CHOOL DEFLOMA (12 YEAR GRADE DAY PROGRAM CLASSROOM INSTR)
provide additional Educanca Major A Education Specialty D)
information highlighting School History I Warfare
. i Kl o  Sntimaton Deslonice.
your skills. cop Complete Duse
. Cchp Camplete Date
Examples: key watch e ol
qualifications, NEC level cop Complete Dute
of proficiency and LS
a PFA Data Evaluation FITREP Datn
collateral duties held. el miom = ke e o — e ety
Fayprads Ed [ L] Ed 4 (£}
ezt REC REC BEc REC e
Promchon -
5 SELECTED REGULAR EEGULAR REGULAR EEGULAR
HResume Conunents




After exploring and researching jobs, you may apply for up to seven jobs. You may apply for one job at a time or
multiple jobs at the same time during the application phase. NOTE: Once job applications have been submitted, they
may be edited or deleted until the end of the current Application Phase. Applications may be reviewed until the
Detailer Selection Phase begins.

1. Click the Apply button on an individual job Details screen.

MyNavy Assignment > Active Jobs Summary Home Jobs Mylinfo Applications Resources Help Account

Session Timer: 14:43 (J2) Current Phase: My Bookmarks Role: Enlisied Usee- USN v | [
iyp oy

Sommunities
[lincluge Rate Commonalty maiches

Biliet |ine App JOD Starus Fill Uate 1ype Lty Location Rare Actvity Name vetalls

14
£
&
§
2

[ ANl Communities.

0 AB O m] ARREST GEAR TECH 9 Open 1908 SHORE WA, WHIDBEY ISLAND  ABE3 NAS WHIDBEY | W a
o ﬁ:‘ O 8} AG TECH / MAINT & REPAIR 1 Open 108 SHORE MD, PATUXENT RIVER  ABE3 VX 23 B
=1 Incentive Pay Female Berthing i Job Com uic Fill Date. BsC

O Ao Femal;f:pable Available Service Component

O ae v No UNLIMITED (BCTHE] Mo 39783 AUGTS

L] AEGF

Wapped Communities

Job Status [
2ay Grade [~]

FAC 1 FAC 2 FAC3 FAC &
A WA WA NI

‘T‘:?rml_g:::“ Tour Length Comments Pr..rl;:m- Location
_ocation

Service Component
B Active

O FTs

Agaitional Fiters

oD

How Well You Match This Job: Preteronce Maten Moving Cast Match Skils Mateh Policy Mateh
NA A

2. Alternatively, you can apply for multiple jobs by clicking Select buttons on the Job Search results page, then

clicking the Apply button.
MyNavy Assignment > Job Search Home Jobs Mylinfo Applications Resources Help Account
Session Timer: 13:43 (2% Current Phase: (§gBl) Role: Enlisted User -USN b
Job Status (~] . Incentive = i i
W Accepting Applications A |Select |Bookmark Billet Title App Job Status e Type Duty Location Rate Activity Name Details[x;
¥ A2P — B
¥ Open @ - RDC 0 Open No SHORE ILLEKEEQT EMC  RTC GREAT LAKES u
¥ Not Accepting Applications
Eay:Giade @ @ - CURR MGMT 0 Open No SHORE  RINEWPORT Emcs cssnewporTri [
[7v]-[Ev]
U R i BAHRAIN,
Location @ . ELECTRICIAN'S MATE 0 Open No SEA MANAMA  EMC  MCM 11 GLADIATOR ﬂ
Service Component (]
¥ Active . L TRAINING MANAGER 1 Open No SHORE WA, EVERETT EMC ATG PNW u
O FTS
AdditiopalEiltars © O ESYSTECLCS SHRSPT 4 Open No SHORE  FL MAYPORT EMCS SUWDIV 21 [~ |
=
O HI, PEARL
TRAINING MANAGER 1 Open No SHORE HARBOR  EMC  AFLTRAGRUMPPH
Compare Jobs
"Apply To Selected (4) O ELECTRICIAN'S MATE 0 Open No SEA FL,MAYPORT EMC  CG 58 PHILIP SEA u
Max Apps Allowed: 7
Applications Submitted: 0
Mayport Search M
Jobs By My Preferences




3. If applying for multiple jobs, navigate to each application and select preferences for each application.

4. View the application and Submit or Remove Application.

N\

Ditalls
Asslgnmant
WEAPONS ADMN Famale
locantivs Pag Femabs Capable Berth
Typo Duty Location Rato  Service Componant Activity Marma . Ko N UNLIMITED “
SEA  CA SANDIEGD GM1 ACTIVE LCS MIW DIV 12 MET we Fill Date w-
0ea0A ooocTe L ] m
FACH FACZ FACI FACA
Billet Asabnment Pralerence (Low-Hig
= —
I S am
. Gmen  Yellow . Gemen
< MaMe Pref Score green [ NEC:7T178 - Small Arms Marksmanship Instructor >
m¥" amouts To Detaller (O 8044 - Antiterronsm Training Supervisor v
\\‘\ Command Commants /"/

1 Navigate between applications |-

1234

NOTE: Applications will display Gates (red) if you are ineligible to apply for that job or Flags (yellow)
indicating further actions are required to complete the application.

5. Click Resume, Cancel, or Remove Invalid Apps to move forward with submitting those applications
without Gates.

Job Application

AG(S)
ISea Duty/Overseas Screening - You are applying for an overseas or sea duty assignment that requires a screening to be completed prior to order writing. Contact your Career Counselor for more information and
uidance. Reference: MILPERSMAN 1300-302, 304, and 800

Details
Assignment
ELECTRICIAN'S MATE e, Female
Inentive Pay Capable Berthing Community
P Availoble
TypeDuy  Location  Raws Servies Componant Activity Name (=1 [= =] —_— [
SEA FL, MAYPORT EMC ACTIVE CG 58 PHILIPPINE SEA uic Fill Date Aﬁzt?:i:dns BSC
oo o oauea [ oo
FACY FACZ FAC3 FAC4
Billet Assignment Preferance (Low-High) -
L Tour Length Comment
Unaccompanied
Preference Match Moving Cost Match Skills Match Palicy Match Tour Losgth
G O Yelow RSN s

Make Pref Score green &) NEC:U35A - Electnicians Mate Surface Ship Electrical Advanced Maintenance
Sailor Comments To Detailer (Optional)

Command Comments.

MyNavy Assignment Alert

Applications marked with red cannot be submitted. Please remove them so that you can submit your valid applications.

( Resume ) Cancel )( RemovelnvalidApps )

o S
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e PACT Closed Sailors can view jobs and apply based on C-WAY Closed qualifications.

e PACT Sailors will automatically qualify for rate designation when selected for the job or upon successful
completion of required “A” schools.

Applications and status can be tracked using the Sailor Assignment Life-cycle Tracker (SALT) located on the
Homepage. NOTE: The SALT will not display if a Sailor is not within an orders negotiation window.

v Submit Applications v Applied (0) v Selected v Orders Under Review Orders Pending Release

Orders are pending release

Submit Applications: Displays when you are within your
order detailing negotiation window and authorized to submit
up to seven applications.

Applied: Displays the number of applications you have
submitted up to seven.

Selected: Displays when you have been selected for a job.

Orders Under Review: Displays when you have been
selected for a job and your orders are being processed.

Orders Pending Release: Your orders are waiting final
release.

Orders Negotiation Window Closed: Displays “The order negotiation window has closed for this cycle” when
MNA will no longer accept applications for that cycle.

Blank/Expired Projection Rotation Date: Displays “Your projected rotation date (PRD) is blank or expired.
Please contact your Rating Detailer” when your PRD is blank or expired.

Active Duty and Full Time Support (FTS) Sailors
Step-by-step instructions to complete required m
business processes can be accessed via the

Current Phase -

For additional information or assistance, contact:

MyNavy Assignment Help, MNCC: 1-833-330-MNCC (1-833-330-6622) or E-mail:
ASKMNCC@navy.mil

Prepared by: PMW 240 Enterprise Change Management (ECM) Team.
Distribution Statement A: Approved for public release; distribution is unlimited.
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