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DD FORM 214/DD FORM 214-1 
PROCESSING JOB AID
This Job Aid provides HR Professionals with step-by-step 
assistance in reviewing, processing, completing, and 
finalizing the DD Form 214, “Certificate of Uniformed 
Service,” and DD Form 214-1, “Certificate of Uniformed 
Service, Reserve Component Addendum,” in IPPS-A. It 
ensures accuracy and helps to reduce processing times. 

Army National Guard (ARNG) and U.S. Army Reserve 
(USAR) Members who separate from their component 
while in a Reserve status or transfer to Individual Ready 
Reserve (IRR), will receive the DD Form 214-1 along with 
the standard DD Form 214.

NOTE: The official edition of Department of Defense (DD) forms 
are available at https://www.esd.whs.mil/Directives/forms/.

The DD Form 214-1 documents all selected Guard and 
Reserve service.

Job Aid topics include:

	∙ Process the DD Form 214 (page 2)
	∙ Process the DD Form 214-1 (page 12)
	∙ Sign and Approve DD Form 214/DD Form 214-1 – 
Signature Authority (page 23)
	∙ Print DD Form 214/DD Form 214-1 (page 24)
	∙ Access Required/Category/Subcategory (page 25)

NAVIGATION: HR Professional Homepage > DD Form 214 -HR 

https://www.esd.whs.mil/Directives/forms
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Process the DD Form 214

HR Professionals have five process options for the DD Form 214. The 
Member Not Available to Sign, Present with HR Pro, Refused 
to Sign, or Unable to Sign Digitally options have the same 
procedures. The Available to Sign option has several different steps 
outlined in this job aid.*

1.	 Select the DD Form 214 - HR Tile to open the DD Form 214 
landing page.

2.	Enter all applicable criteria for the Member. 

2A. Select Search.

2B. Select the desired Member from the DD Form 214 List. 

NOTE: An asterisk (*) will designate where steps 
differ for “Available to Sign” option. 

NAVIGATION: HR Professional > DD Form 214 - HR 
(or select the desired Member from the Notifications list) 
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SGM JOHN PIERCE

DD FORM 214

Please review all sections for accuracy in the DD Form 214 Activity Guide. The Date range entered below should be the service period the DD Form 214 covers.

Current DD Form 214 Period Range Selection

Prior DD Form 214 Period Range Selection
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3.	The DD Form 214 landing page displays. Use the different tabs to navigate 
through the form, starting with the Date Range section.

3A. Select the Date From and Date to calendar icons to enter the 
applicable Current DD Form 214 Period Range Selection.

3B. To verify and confirm Date From and Date to, navigate to the 
Summary Maintenance page.

3C. Select the Date From and Date to calendar icons to enter the 
applicable Prior DD Form 214 Period Range Selection, if applicable.

Process the DD Form 214 CONTINUED

NOTE: The Prior DD Form 214 Period Range 
Selection is the Member’s last DD Form 214 
received, if applicable.

NAVIGATION: Menu > Workforce Administration > 
Summary Maintenance 

NOTE: Use the View Interactive Personnel 
Electronic Records Management System 
(iPERMS) Data and View Assignment Data links 
to verify assignment information or search for 
supporting documentation as needed.
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NOTE: The Save button must be 
selected prior to selecting Next.

Process the DD Form 214 CONTINUED

4.	Select the Member Signature Status drop-down and select the applicable status. 
If Not Available to Sign, Present with HR Pro, Refused to Sign, Unable to 
Sign Digitally, or Available to Sign is selected follow the steps below. 

4A. Validate and select Yes on the I have confirmed date range slider.

4B. Click Save.

4C. Select Next to continue.
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Process the DD Form 214 CONTINUED

5.	The Personal Information section displays. Review the populated Personal Information.

6. For Member Not Available to Sign, Present with HR Pro, Refused to Sign, or Unable to Sign 
Digitally options, see steps 6-9. *For Available to Sign, skip steps 6-9 and go to steps 10-12, page 6. 

6A. Manually enter Place of Entry into Active Duty in the text field, if blank.

6B. Manually enter the Days of Accrued Leave Pay in the text field.

6C. Manually enter the Nearest Relative information in the text field, if blank.

6D. Select the Add/Modify Address link to add or update the Mailing Address After Sep field, if 
applicable. Once complete, select the REFRESH button for change to reflect.

7.	 Validate and select Yes or No for each slider.

8. Click Save.

9. Select Next to continue. For Member Not Available 
to Sign, Present with HR Pro, Refused to Sign, 
or Unable to Sign Digitally, skip steps 10-12 and 
proceed to step 13, page 7. *For Available to Sign 
option, skip steps 6-9 and go to steps 10-12, page 6.

NOTE: The Save button must be selected prior to selecting Next. 

NOTE: Use the Additional Information text field 
to document or communicate details to the 
Member on any missing or incorrect Personal 
Information. This information will be visible to 
the Member once the form is routed for review 
but will not appear on the DD Form 214/DD 
Form 214-1.

Add/Modify Address
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Process the DD Form 214 CONTINUED

10. For Available to Sign option ONLY:

10A. Manually enter the Days of Accrued Leave Pay in the text field.

10B. Validate and select Yes on the I have validated my Personal Information slider. 

11. Click Save.

12. Select Next to continue.

NOTE: The Nearest Relative and Mailing Address After Sep fields must be 
updated in the appropriate locations. The Nearest Relative populates from 
a Member’s DD Form 93. The Mailing Address After Sep populates from 
the Member’s Person Profile.

NOTE: Use the Additional Information text field to document or communicate 
details to the Member on any missing or incorrect Personal Information. This 
information will be visible to the Member once the form is routed for review 
but will not appear on the DD Form 214/DD Form 214-1.

DD FORM 214
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Process the DD Form 214 CONTINUED

13. The Current Assignment Info section displays. Verify and Update the Member’s current assignment information. 
Use the vertical scrollbar in the table to review the Record of Service rows. Verify and update the rows as applicable. 

13A. Click the Type of Separation lookup tool and select the Separation type.

13B. Click the Character of Service lookup tool and select the Character of Service type. 

13C. Enter the Dates of Time Lost During This Period in the text field.

13D. Enter the Narrative Reason for Sep in the text field.

14. Validate and select Yes on the I have validated my Assignment information slider. 

15. Click Save.

16. Select Next to continue.

DD FORM 214

SGM JOHN PIERCE
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NOTE: On fields that are grayed out, 
the information is auto-populated 
from an Authoritative Data Source 
(ADS).

NOTE: The first three rows, under Record of Service, are the only 
auto-populated fields. All other rows require manual entry.

NOTE: The Save button must be selected 
prior to selecting Next. 

NOTE: Use the Additional Information text field to document 
or communicate details to the on any missing or incorrect 
Assignment information. This information will be visible to the 
Member once the form is routed for review but will not appear 
on the DD Form 214/DD Form 214-1. 

SGM JOHN PIERCE

NOTE: Reentry Codes do not apply 
to officers.
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Process the DD Form 214 CONTINUED

17. The Awards/Honors/Medals section displays. Review and verify
accuracy of award information.

18. Validate and select Yes on the I have validated my Awards/Honors/
Medals information slider.

19. Click Save.

20. Select Next to continue.

NOTE: The Awards data is auto-populated from IPPS-A 
and can be viewed, corrected, or updated in the 
Member’s Person Profile under the Awards tab.

DD FORM 214
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NOTE: The Save button must be selected 
prior to selecting Next. 

NOTE: Use the Additional Information text field to document or communicate 
details to the Member, such as missing or outstanding Awards, Honors, or Medals 
that are not included in the table. This information will be visible to the Member 
once the form is routed for review but will not appear on the DD Form 214/DD 
Form 214-1.

SGM JOHN PIERCE

17

18

19

20



DD FORM 214/DD FORM 214-1  
PROCESSING JOB AID

Version 1.0 20250423
Page 9, continued on next page

Process the DD Form 214 CONTINUED

21. The Military Education section displays. Review and verify information 
and data for accuracy.

21A. Select Yes or No on the Include slider on applicable courses. 

22. Validate and select Yes on the I have validated my Military Education 
information slider.

23. Click Save.

24. Select Next to continue.

NOTE: Military Education data is auto-populated from 
IPPS-A and can be viewed, corrected, or updated under 
the Member’s Person Profile under the Education tab. 
*However, if processing Available to Sign option, data 
can only be viewed.

NOTE: Any additional military training not recognized in IPPS-A can be 
entered manually in the Manual section, if applicable. (This additional 
training will only be stored in the DD Form 214 record structure). 

The required information for each course is:
•  Course Title
•  Course Start Date
•  Course End Date

NOTE: Use the Additional Information text field to 
document or communicate details to the Member, 
on any missing or incorrect Military Education. This 
information will be visible to the Member once the 
form is routed for review but will not appear on the 
DD Form 214/DD Form 214-1.

DD FORM 214
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•  Course Completion (date)
•  Course Length
•  Include (Yes/No)
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Process the DD Form 214 CONTINUED

25. The Remarks section displays.

26. Review the DD Form 214 Remark Code column to verify data.

26A. Select the Minus or Plus button to remove or add remark row, as applicable.

27. Validate and select Yes on the I have validated Remarks slider.

28. Click Save.

29. Select Next to continue.

NOTE: The Remarks section is viewable by the HR Professional and the Signature 
Authority, but not by the Member. Each Remark indicated by “Yes” under the HR 
Pro Insertion Required column, must be updated. The DD Form 214 Remarks will 
populate on the DD Form 214, once complete.
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Process the DD Form 214 CONTINUED

30. The Attachments & Review section displays.

31. Select the Add Attachments icon to attach any supporting documents.

32. Select the Add Comments icon to add any desired comments.

NOTE: The HR Professional, Member, and Signature 
Authority will all be able to see and review the 
added comments. 

DD FORM 214

SGM JOHN PIERCE
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33. Review the Category Validation by Member 
section to ensure every category/tab has been 
validated as indicated by the checkmark icon. 

34. Select the lookup tool to select a Signature 
Authority.

35. Select the SUBMIT button when the DD Form 214 is 
ready to be reviewed by the Signature Authority.

35A. For processing Available to Sign option ONLY: 
Select the SUBMIT button when the DD Form 
214 is ready to be reviewed by the Member.

36. Review the DD Form 214 Approval Routing and 
select Done.
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NOTE: In this case, with the 
selected Not Available to Sign 
option, the Member will be 
skipped, sending form directly 
to Signature Authority. If 
Member Present With HR 
Pro is selected, the Member 
will be able to sign through 
external CAC reader. 

NOTE: In this case, with the 
selected Available to Sign 
option, the form will be 
routed to the Member. Once 
the Member validates and 
submits, the form will be 
routed to Signature Authority. 
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Process the DD Form 214-1 (ARNG/USAR)

HR Professionals have five process options for the DD Form 214-1. 
The Member Not Available to Sign, Present with HR Pro, 
Refused to Sign, or Unable to Sign Digitally options have the 
same procedures.

1. Select the DD Form 214 - HR Tile to open the DD Form 214
landing page.

2. Enter all applicable criteria for the Member.

2A. Select Search.

2B. Select the desired Member from the DD Form 214 List.

NOTE: The Available to Sign option has several 
different steps outlined in this job aid. 

NAVIGATION: HR Professional > DD Form 214 - HR 
(or select the desired Member from the Notifications list) 
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SGT NICK ADAMS

DD FORM 214

Please review all sections for accuracy in the DD Form 214 Activity Guide. The Date range entered below should be the service period the DD Form 214 covers.

Current DD Form 214 Period Range Selection

Prior DD Form 214 Period Range Selection
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED
3. The DD Form 214 landing page displays. Use the different tabs to navigate

through the form, starting with the Date Range section.

3A. Select the Date From and Date to calendar icons to enter the
applicable Current DD Form 214 Period Range Selection.

3B. To verify and confirm Date From and Date to, navigate to the 
Summary Maintenance page.

3C. Select the Date From and Date to calendar icons to enter the 
applicable Prior DD Form 214 Period Range Selection, if applicable.

NAVIGATION: Menu > Workforce Administration > 
Summary Maintenance 

NOTE: The Prior DD Form 214 Period Range 
Selection can be added but is not required to 
create a DD Form 214/DD Form 214-1. The 
Prior DD Form 214 Period Range Selection is 
the Member’s last DD Form 214 received, if 
applicable. 

NOTE: Use the View iPERMS Data and View 
Assignment Data links to verify assignment 
information or search for supporting 
documentation as needed.
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Current DD Form 214 Period Range Selection

Prior DD Form 214 Period Range Selection

Please review all sections for accuracy in the DD Form 214 Activity Guide. The Date range entered below should be the service period the DD Form 214 covers.
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

NOTE: The Save button must be 
selected prior to selecting Next.

4.	Select the Member Signature Status drop-down and select the applicable status. 

4A. Validate and select Yes on the I have confirmed date range slider.

4B. Click Save.

4C. Select Next to continue.
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

5. The Personal Information section displays. Review the populated Personal Information.

6. For Member Not Available to Sign, Present with HR Pro, Refused to Sign, or Unable to Sign
Digitally options, see steps 6-9. *For Available to Sign, skip steps 6-9 and go to steps 10-13, page 16.

6A. Manually enter the Days of Accrued Leave Pay in the text field.

6B. Manually enter the Nearest Relative information in the text field, if blank.

6C. Select the Add/Modify Address link to add or update the Mailing Address After Sep field, if
applicable. Once complete, select the REFRESH button for change to reflect.

7. Validate and select Yes or No for each slider.

8. Click Save.

9. Select Next to continue. For Member Not Available to Sign, Present
with HR Pro, Refused to Sign, or Unable to Sign Digitally, skip steps
110-13 and proceed to step 14, page 17. *For Available to Sign option,
skip steps 6-9 and go to steps 10-13, page 16.

NOTE: The Save button must be selected prior to selecting Next. 

NOTE: Use the Additional Information text field to 
document or communicate details to the Member, 
on any incorrect or missing Additional Information. 
This information will be visible to the Member once 
the form is routed for review but will not appear 
on the DD Form 214/DD Form 214-1.

Add/Modify Address
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

10. For Available to Sign option ONLY: Manually enter the Days of Accrued Leave Pay in the text field.

11. Validate and select Yes on the I have validated my Personal Information slider. 

12. Click Save.

13. Select Next to continue.

NOTE: The Nearest Relative and Mailing Address After Sep fields must be 
updated in the appropriate locations. The Nearest Relative populates from 
a Member’s DD Form 93. The Mailing Address After Sep populates from 
the Member’s Person Profile.

NOTE: Use the Additional Information text field to document or communicate 
details to the Member, on any incorrect or missing Additional Information. This 
information will be visible to the Member once the form is routed for review 
but will not appear on the DD Form 214/DD Form 214-1. 

DD FORM 214
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NOTE: The Save button must be selected prior to selecting Next. 
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

14. The Current Assignment Info section displays. Use the vertical scrollbar in the table to
view the Record of Service rows.

14A. All rows, except the Effective Date of Pay Grade, must be changed to zero, as
this information will be reflected under the Reserve Component section. 

14B. Click the Type of Separation lookup tool and select the Separation type.

14C. Select the Character of Service lookup tool and select the desired character of service. 

14D. Enter the Dates of Time Lost During This Period in the text field.

14E. Enter the Narrative Reason for Sep in the text field.

15. Validate and select Yes on the I have validated my Assignment information slider.

16. Click Save.

17. Select Next to continue.

DD FORM 214

SGT NICK ADAMS
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NOTE: On fields that are grayed out, 
the information is auto-populated from 
an Authoritative Data Source (ADS).

NOTE: The Save button must be selected 
prior to selecting Next. 

NOTE: Use the Additional Information text field to document or communicate 
details to the on any missing or incorrect Assignment information. This information 
will be visible to the Member once the form is routed for review but will not appear 
on the DD Form 214/DD Form 214-1. 
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NOTE: Reentry Codes do not apply 
to officers.
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

18. The Awards/Honors/Medals section displays. Review and verify
accuracy of award information.

19. Validate and select Yes on the I have validated my Awards/
Honors/Medals information slider.

20. Click Save.

21. Select Next to continue.

NOTE: The Awards data is auto-populated from 
IPPS-A and can be viewed, corrected, or updated in 
the Member’s Person Profile under the Awards tab.

DD FORM 214
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NOTE: The Save button must be selected 
prior to selecting Next. 

NOTE: Use the Additional Information text field to document or communicate 
details to the Member, such as missing or outstanding Awards, Honors, or Medals 
that are not included in the table. This information will be visible to the Member 
once the form is routed for review but will not appear on the DD Form 214/DD 
Form 214-1.

SGT NICK ADAMS

18

19

20

21



DD FORM 214/DD FORM 214-1  
PROCESSING JOB AID

Version 1.0 20250423
Page 19, continued on next page

Process the DD Form 214-1 (ARNG/USAR) CONTINUED

22. The Military Education section displays. Review and verify information
and data for accuracy.

22A. Select the Include slider on applicable courses. 

23. Validate and select Yes on the I have validated my Military Education
information slider.

24. Click Save.

25. Select Next to continue.

NOTE: Military Education data is auto-populated from 
IPPS-A and can be viewed, corrected, or updated under 
the Member’s Person Profile under the Education tab.

NOTE: Any additional military training not recognized in IPPS-A can be 
entered manually in the Manual section, if applicable. (This additional 
training will only be stored in the DD Form 214 record structure). 

The required information for each course is:
• Course Title
• Course Start Date
• Course End Date

NOTE: Use the Additional Information text field to 
document or communicate details to the Member, 
on any missing or incorrect Military Education. This 
information will be visible to the Member once the 
form is routed for review but will not appear on the 
DD Form 214/DD Form 214-1. 

DD FORM 214
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• Course Completion (date)
• Course Length
• Include (Yes/No)
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

26. The Reserve Component section displays. Verify and confirm data accuracy.

26A. Verify, and manually enter (if blank), the Highest Pay Grade Satisfactory Held.

26B. Manually enter the Days Accrued Leave Carried Over, if applicable.

26C. Use the vertical scrollbar in the table to review the Record of Service rows. Verify and update the rows as applicable.

26D. Review the Non-Regular Retirement (NRR) rows. Verify and update the rows as applicable.

26E. Manually enter Activations, if applicable.

DD FORM 214

SGT NICK ADAMS
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NOTE: In the Activations section enter all Active-Duty periods completed by the USAR or ARNG 
Member (do not include Regular Army periods).

27. Validate and select Yes on the I have validated my Assignment information slider.

28. Click Save.

29. Select Next to continue.
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NOTE: Use the Additional Information text field to 
document or communicate details to the Member, 
such as missing or outstanding Awards, Honors, 
or Medals that are not included in the table. This 
information will be visible to the Member once 
the form is routed for review but will not appear 
on the DD Form 214/DD Form 214-1.

NOTE: The Save button must be selected prior to 
selecting Next.
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

30. The Remarks section displays.

31. Review the DD Form 214 Remark Code column to verify data.

31A. Select the Minus or Plus button to remove or add remark row, as applicable.

32. Validate and select Yes on the I have validated Remarks slider.

33. Click Save.

34. Select Next to continue.

NOTE: The Remarks section is viewable by the HR Professional and the Signature 
Authority, but not by the Member. Each Remark indicated by “Yes” under the 
HR Pro Insertion Required column, must be updated. The DD Form 214 Remarks 
will populate on the DD Form 214/DD Form 214-1, once complete.

DD FORM 214
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Process the DD Form 214-1 (ARNG/USAR) CONTINUED

35. The Attachments & Review section displays.

35A. Select the Add Attachments icon to attach any supporting documents.

35B. Select the Add Comments icon to add any desired comments.

NOTE: The HR Professional, Member, and Signature 
Authority will all be able to see and review the 
added comments. 

DD FORM 214

SGT NICK ADAMS
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36. Review the Category Validation by Member section
to ensure every category/tab has been validated as
indicated by the checkmark icon.

37. Select the lookup tool to select a Signature
Authority.

38. Select the SUBMIT button when the DD Form 214 is
ready to be reviewed by the Signature Authority.

38A. For processing Available to Sign option ONLY:
Select the SUBMIT button when the DD Form 214 
is ready to be reviewed by the Member.

39. Review the DD Form 214 Approval Routing and select Done.

CPT CINDY LEE

CPT CINDY LEE

SGM JOHN PIERCE

CPT CINDY LEE

CPT CINDY LEE

SSG SAMUEL THOMAS
DD Form 214 Member

DD Form 214 Signature Authority

DD Form 214 Member

DD Form 214 Signature Authority
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0000000000.00 0000000000.00

0000000000.00 0000000000.00

0000000000.00 0000000000.00

DD Form 214

DD Form 214

NOTE: In this case, with 
the selected Not Available 
for Signature option, the 
Member will be skipped, 
sending form directly to 
Signature Authority. If 
Member Present With HR 
Pro is selected, the Member 
will be able to sign through 
external CAC reader.

NOTE: In this case, with 
the selected Available to 
Sign option, the form will 
be routed to the Member. 
Once the Member validates 
and submits, the form will 
be routed to Signature 
Authority. 

A

35

A

B

36

38

37
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Process the DD Form 214-1 (ARNG/USAR) CONTINUEDSign and Approve DD Form 214/DD Form 214-1 – Signature Authority

1. Select the desired Member from the Notification list.

2. The Member’s DD Form 214 displays. Navigate through the menu
to review data within each tab.

3. Under the Attachments & Review section, click the Pushback to Step lookup tool, if corrections are
required.

3A. The Lookup page displays. Select the desired User or Member.

3B. Click the PUSHBACK button (the form is returned to the selected User or Member).

4. Select SIGN, if no corrections are required.

5. A pop-up message displays, Click OK.

5A. Select SIGN FORM AND SUBMIT to complete process.

DD FORM 214

SGM JOHN PIERCE

000000000
0000000000

000000000

000000000

000000000

CPT CINDY LEE

CPT CINDY LEE

CPT CINDY LEE0000000000.00

DD FORM 214

NAVIGATION: HR Professional landing page > DD Form 214 - 
HR (or select the desired Member from the Notifications list)

DD FORM 214

DD Form 214 for SGM JOHN PIERCE and

DD Form 214 for SSG SAMUEL THOMAS and

DD Form 214 for PFC ISAAC GARCIA and

Attention: you must be logged in with your CAC via EAMS authentication to digitally sign your DD Form 214

DD Form 214

DD Form 214 via Self Service
DD Form 214

DD Form 214 with the CAC Card:

AB

2

1

4

5

3
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Process the DD Form 214-1 (ARNG/USAR) CONTINUEDPrint DD Form 214/DD Form 214-1

1.	 From the HR Professional landing page, navigate to the DD Form 214 - HR Tile. 
The DD Form 214 landing page displays.

1A. Enter all applicable criteria for the Member. Select Search.

2.	Select the Actions drop down arrow and select Print. 

2A. Select Print.

2B. Select Print Member Form, Print Service Form, or Print DD Form 214-1. 

3.	The DD Form 214 will display for printing.

DD FORM 214

Search DD FORM 214

0000000000

0000000000 000000000 0000000000.00 0000000000.00

NOTE: The Service Form and the DD Form 214-1 
are the only forms automatically sent to iPERMS 
and Defense Manpower Data Center (DMDC). 
The Member form is for records only. 

PIERCE, JOHN 0000000000 00000000000000-0

00000000

555/000-0000

JOHN.PIERCE.MIL@ARMY.MIL

DD FORM 214 List

DD FORM 214

Print DD Form 214

A

B
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1
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Process the DD Form 214-1 (ARNG/USAR) CONTINUEDAccess Required/Subcategory

NOTE:
1. The HR Pro and Offboarding SUBCATs are prerequisites for

the DD Form 214 SUBCAT. The DD Form 214 SUBCAT is
housed under the Functional System Admin CATEGORY.

2. DD-214 SUBCAT Access Approvers: DD Form 214 - This
subcategory can be approved by the appropriate Validator:

	∙ KEEB (With DD Form 214 role)

	∙ AR/NG Validator

	∙ Principle Validator

User Component  Location Task(s) Routing Access Required

Member Active Anywhere Review and 
Concur with 214

Routes to Personnel Processing Activity 
or Personnel Service Center Pool

Member

Member ARNG/USAR Anywhere Review and  
Concur with 214

Routes to User Defined-List Member

HR Pro All All Support correction 
actions

Based on correction HR Pro

HR Pro Active Separation Transfer 
Point

Produce 214 and 
help finalize 214

Based on status Subcat: DD Form 214

HR Pro Active Military Personnel 
Division

Finalize and Sign 
214

Member, iPERMS, & DMDC Subcat: DD Form 214

HR Pro ARNG Joint Force 
Headquarters

Finalize and Sign 
214-1

Member, iPERMS & DMDC Subcat: DD Form 214

HR Pro USAR Readiness Divisions Finalize & Sign 
214-1

Member, iPERMS & DMDC Subcat: DD Form 214

DD Form 214

NOTE:
	∙ IP_HCMHR_DD214_MANUAL – DD Form 214 Manual
Creation Override

	▫ Grants permission to manually create a DD Form 214
(Limited to 2 personnel per state unless otherwise
directed.)

	∙ IP_HCMHR_DD214_HRPRO – DD Form 214 HR Operator

	▫ Grants edit access to DD Form 214 pages for data
verification and submission to the Service Member.
(Base role required at the state level.)

	∙ IP_HCMHR_DD214_SIGNATURE – DD Form 214 Signature
Authority

	▫ Grants access to sign DD Form 214s after the Service
Member submits them for final approval.
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IPPS-A RESOURCES
Website

Training Aids 

R3 Resources Demo Server

User Manual (Chapter 13 and Process 15-1) 

https://ipps-a.army.mil/
https://ipps-a.army.mil/Training/Training-Aids/
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html

