MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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.

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

m NOTE: The official edition of Department of Defense (DD) forms
@ are available at https.//www.esd.whs.mil/Directives/forms/.
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

Process the DD Form 214

HR Professionals have five process options for the DD Form 214. The NAVIGATION: HR Professional > DD Form 214 - HR
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.*

(or select the desired Member from the Notifications list)

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

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.

Q o} ®
HR Professional + 1 < 20f4 > 3 Notifications
| Actions | Alers
DD Form 214 - HR Case Management Release Notes Pay-Absence-Incent-Ded (PAID) View Retirement Points 3 Actions
0 DD Form 214 for SGM JOHN PIERCE and
assignment 000000000 has been... >
r: K3 a © 3 minutes ago
DD Form 214 for SSG SAMUEL THOMAS and
assignment 000000000 has been... >
0 open 0 Unassigned @ 1 hour ago

DD Form 214 for PFC ISAAC GARCIA and
assignment000000000 is awaiting yo... >

& Manning Analytics Awards Roster by Department Duty Status Roster Promotions Roster

® 7 hours ago
(ﬁ) @ nstance ID
« |0 [Q search in Menu \ N Q
DD FORM 214 2
Search DD FORM 214 .
== ~ | DD FORM 214 List 0
Empl ID
0000000000 Q Empl ID ACT Assignment ID Seq No Assigned Oprid Last Update User ID Last Update Date/Time DD214 Status Actions
BoBID; 1 0000000000 000000000 0 0000000000.00 03/11/25 8:51.48PM Initiated Actions © >
L

Assignment From Date

)
Assignment To Date

i
Assignment ID
uic
First Name D
Last Name

DD214 Status

QEm) )

v

Page 2, continued on next page »
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DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

Process the DD Form 214 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

DD FORM 214

Display Name SGM JOHN PIERCE
Employee ID 0000000000
/ACT Assignment ID 000000000

Date Range
® yisited Date Range
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.
Personal Information
On Hold .
2 Name Last Duty Assignment & Major Command Station Where Separated
Current Assignment Info SGM JOHN PIERCE DMO DCS G1 IPPS-A
On Hold
Awards/Honors/Medals
View IPerms Data View Assignment Data
On Hold Q
Military Education Current DD Form 214 Period Range Selection l l
On Hold ? *Date From  11/11/1997 *DateTo  04/01/2025
Remarks G
Prior DD Form 214 Period Range Selection l l
On Hold
? Date From *Date To
Attachments & Review
'Summary Maintenance g
Current Info m . .,
NOTE: The Prior DD Form 214 Period Range
Component  Active Category ACMS-Force Structure Unit Pers-  Millitary Rank  SGM Highest Grade Held EE L Flan HIGH. B . 7
s ' @ Selection is the Member's last DD Form 214
T received, if applicable.
Active Duty Pts 0008 Regular Retirem 7
0 Regular 01
0 Raguiar 2 [ /
0 m NOTE: Use the View Interactive Personnel
0 Ret .
g Electronic Records Management System
ol Eared Pints 9900 Total Creditabe Points for Retred Pay 3 (iPERMS) Data and View Assignment Data links
to verify assignment information or search for
(B[ supporting documentation as needed.
fdmedinl i a#rtce s Learvion End (R servion Description wee L] e | Description T
Yes 00V11/1007 1111372022 UsA Regular Army Enisted [ A R
No 11/14/2022 Usa Regulsr Army Enlisted 0010 A R e
Annual Summary
[m][a]
rvice ervice En nual nnual Ene rvice ice s hi [of ree Reg Reg Reg NG — Won
et | o | memiae | | o | e Descripion W comen e BB RTR R me m R RE e Detaits
ogMMeer | 1nz02z  |owtnes7  |oBAOMess 0910 USA Reguisr army Erisec A R a5 205 % o o (o |0 (oo |oo
00/11/1007 11212022 00/11/1008 00/10/1008 | 0910 usa Reguiar Amy Eniisted A R 285 2 o [ a0 [ 00 00
00/1111007 1132022 00/11/1000 00/10'2000 0010 usa Reguiar Amy Enisteg R £} 25 ] [ a0 [ 00 0o Detais
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“l EBS’*A DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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 | have confirmed date range slider.
4B. Click Save.
4C. Select Next to continue.

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

Display Name SGM JOHN PIERCE
Employee ID 0000000000
ACT Assignment ID 000000000

Date Range ? Name Last Duty Assignment & Major Command Station Where Separated
SGM JOHN PIERCE DMO DCS G1 IPPS-A

Visited

Personal Information

] Started =

Not Started View IPerms Data View Assignment Data

Ci t A t Infe [~

AmenLossignment o Current DD Form 214 Period Range Se|

[} St

Not Started

? *Date From  11/11/1¢| Avallable © Sign *DateTo  04/01/2025 ]

Awards/Honors/Medals Not Available to Sign

O Not Started Prior DD Form 214 Period Range Selecf Not Selected
i . Present with HR P

Military Education ? Date From resentwith HR Pro +Date To iz
o < Refused to Sign

Not Started

*Member Signature Status Unable to Sign Digitally
Remarks
Not Available to Sign v Not Selected ~

O Not Started

Attachments & Review ——
o [\ Yes [ | I have confirmed date range ]

Not Started e—

=] €) pPS. A

Page 4, continued on next page »

Version 1.0 20250423

One Soldier % One Record % One Army U.S.ARMY



“l EBS’*A DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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.

X Exit

DD FORM 214

Display Name SGM JOHN PIERCE 9

Employee ID 0000000000

[ACT Assignment ID 000000000

Date Range Personal Information o
® yisited Personal Information Page Description
Personal Information
. ? Name Branch, Component DOD ID
Visited PIERCE, JOHN DA, US Army Active Component 0000000000
Current Assignment Info Grade/Rate/Rank Pay Grade Date of Birth
O Not Started SGM E9 08/17/1979
Awards/Honors/Medals Military Service Oblig Date Reserve Status for Obligation Contact Phone Number
20050626 Selected Reserve /000-
O Not Started 555/000-000
Military Educati Contact Email Address *Place of Entry into Active Duty *Home of Record at Entry
fitary Education JOHN.PIERCEGARMY.MIL Dumfries, VA
O Not Started
SGLI Coverage ? Speciality Retirement System Option
Remarks $500,000 42A-HUMAN RESOURCES SPECIALIST 2 Years and 1 Months HIGH-3

© Not Started

Attachments & Review Days Accrued Leave Pay
O Not Started

Nearest Relative

SARAH PIERCE

*Mailing Address After Sep

w

123 IPPS-A DRIVE

Add/Modify Address

ARLINGTON, VA

I have validated my nearest relative is correct
| have validated my address after Separation is correct
| have been provided with a complete dental examination and all appropriate dental services and treatment within 90 days prior to separation

: | have validated my Personal Information

(\ NOTE: Use the Additional Information text field
9 @ to document or communicate details to the
Member on any missing or incorrect Personal
7. Validate and select Yes or No for each slider. Information. This information will be visible to
8. Click Save. the Member once the form is routed for review
9. Select Next to continue. For Member Not Available but will not appear on the DD form 214/DD
to Sign, Present with HR Pro, Refused to Sign, Form 214-1.
or Unable to Sign Digitally, skip steps 10-12 and
proFeed t(_) step 13, page 7. “For Available to Sign @ NOTE: The Save button must be selected prior to selecting Next.
option, skip steps 6-9 and go to steps 10-12, page 6.

Page 5, continued on next page »
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MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

DD FORM 214/DD FORM 214-1

PROCESSING JOB AID

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 | have validated my Personal Information slider.

11. Click Save.

12. Select Next to continue.

X Exit
DD FORM 214
Display Name SGM JOHN PIERCE

Employee ID 0000000000 12
ACT Assignment ID 000000000
Date Range
® yisited Personal Information

Personal Information
Visited

Awards/Honors/Medals
Visited

Military Education
Visited

Remarks

Visited

Attachments & Review

Personal Information Page Description

Military Service Oblig Date
n
Contact Email Address
JOHN.PIERCE@ARMY.MIL
SGLI Coverage ]

Visited Q “Days Accrued Leave Pay

Pay Grade
Reserve Status for Obligation
*Place of Entry into Active Duty

Speciality

Nearest Relative

SARAH PIERCE

123 IPPS-A DRIVE

ARLINGTON, VA

T Name Branch, Component DOD ID
Current Assignment Info PIERCE, JOHN my Act 0000000000
.y
Visited Grade/Rate/Rank

Date of Birth
Contact Phone Number

555/000-000

*Home of Record at Entry
FORT WASHINGTON, MD

Retirement System Option
BRS

*Mailing Address After Sep
123 IPPS-A DRIVE

ARLINGTON, VA

Add/Modify Address

Send Veteran Status administration copy to Mailing Address Q
I have validated my nearest relative is correct
I have validsted my address after Separation is correct

I'have been provided with 8 complete dental examination and all appropriate dental services and treatment within 90 days priof to separation

9 [\ Yes [ | |navevalmam:n-wPeu:mm\lnlmmmn]

@ =) MPPS A

@ 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.

€2

Page 6, continued on next page »
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MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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

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 | have validated my Assignment information slider.

15. Click Save.
16. Select Next to continue.

DD FORM 214

Date Range
Name

® yis
Visited SGM JOHN PIERCE

Personal Information
Record of Service Year

® visited

Current Assignment Info

® visited

Awards/Honors/Medals

o

Not Started
Military Education
© ot Started

Remarks
© ot Started
Attachments & Review

© ot Started

Last Duty Assignment & Major Command

Reentry Code

Command to which Transferred

wpPs A

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

Station Where Separated

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

NOTE: Reentry Codes do not apply
to officers.

® ®

Version 1.0 20250423

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

One Soldier k One Record % One Army

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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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

Process the DD Form 214 CONTINUED

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.

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

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

19. Click Save.

20. Select Next to continue.

DD FORM 214
0
|
< Previous Next >
Date Range
® visited Awards/Honors/Medals
X Awards/Honors/Medals Page Description
Personal Information
® visited
Name Last Duty Assignment & Major Command Station Where Separated
Current Assignment Info SGM JOHN PIERCE DMO DCS G IPPS-A
® visited
Award Effat Order Dt
Awards/Honors/Medals
o ARMY STAFF IDENTIFICATI 08/18/2024
Visited
Military Edueation MERITORIOUS SERVICE MEDAL 08/10/2023
© Not Started ARMY SUPERIOR UNIT AWARD
Remarks
NONCOMMISSIONED OFFICERS PROF DEV RIBBON
O Not Started
Attachments & Review ARMY GOOD CONDUCT MEDAL 09/10/2021
© Not started OVERSEAS SERVICE RIBBO! 04/13/2021
ARMED FORCES Sl 02/16/2021
JOINT MERITORIOUS UNIT 10,
DEFENSI ERVICE MEDAL 10,
ARMY ACHIEVEMENT MEDAL [
NATO MEDAL 10/
ARMY BASIC RECRUITE y nm
MPAIGN MEDAL CAMPAIGN STAR
GLOBAL WAR ON TERRORISM SERVICE MEDAL 03/08/2004
KOREA DEFENSE SERVICE MEDA 12/03/2004 02/03/2004
NATIONAL DEFENSE RVICE MEDAL 09/11/2001 09/11/2001
ARMY SERVICE RIBBON 12/01/1998 12/01/199
‘Additional Information
(19 HPPS A
@ NOTE: The Save button must be selected @ NOTE: Use the Additional Information text field to document or communicate

prior to selecting Next. 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.

Page 8, continued on next page »
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

Process the DD Form 214 CONTINUED

21. The Military Education section displays. Review and verify information @

NOTE: Military Education data is auto-populated from
and data for accuracy. ¥ pop

IPPS-A and can be viewed, corrected, or updated under

21A. Select Yes or No on the Include slider on applicable courses. the Member's Person Profile under the Education tab.

22. Validate and select Yes on the | have validated my Military Education *However, if processing Available to Sign option, data
information slider. can only be viewed.
23. Click Save.

24. Select Next to continue.

DD FORM 214

< Previous Next >

Date Range
® visted Military Education
Military Education Page Description
Personal Information
Visted
Name Last Duty Assignment & Major Command ‘Station Where Separated
SGM JOHN PIERCE MO D PP

ent Assignm
Awards/Honors/Medals IPPS-A

® yisited

Course Title Course Start Date Course End Date Course Completion (MMYY) Course Length (Weeks) Include
Military Education
® Visited
Remarks
© Not Started CMPST RISK MGT BA 2014 2/2 4 s No
Attachments & Review NO FEAR TN

© Not Started

Manual

Course Title Course Start Date Course End Date Course Completion (MMYY) Course Length (Weeks) Include

= (L + -
@ [\T\ have validated my Milftary Education information ]
@ =) tiPPS A ==a
@ NOTE: Any additional military training not recognized in IPPS-A can be @ NOTE: Use the Additional Information text field to
entered manually in the Manual section, if applicable. (This additional document or communicate details to the Member,
training will only be stored in the DD Form 214 record structure). on any missing or incorrect Military Education. This

The required information for each course is: information will be visible to the Member once the

. Course Title + Course Completion (date) gulr)njc is ro;tie;lc// Df(;r ;ev/ev; Zuti will not appear on the
- Course Start Date - Course Length orm orm 21a=1.
« Course End Date « Include (Yes/No)

Page 9, continued on next page »
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

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 | have validated Remarks slider.
28. Click Save.
29. Select Next to continue.

Dispiay Name SGM JOHN PIERCE
Employee ID 0000000000
ACT Assignment ID 000000000

* vstes Remarks
Remarks Page Description

Name Last Duty Assignment & Msjor Command Station Whers Saparatad
Current Assignment Info SGM JOHN PIERCE 0308MPCO  MP DETENTION CO NA
® vited
Awards/Honors/Medals
® Visited
Miltary Education 0D Form 214 Remark Code 1. HR Pro Insertion Required Description 1 Edit
® v
Visited — Solcer has compieted first ful term of senvce.
"moa [y Vi + -
Remarks
® Visited - Soldier has not completed first full term of service.
% a 0w ] s +

Attachments & Review
© Not Started

D = hPps A

Please Note: I any data looks inaccurate please select the contextual help icon and follow instructions to pdate your information via Self-service in IPPSA or work directly with your transition coordinator

@ 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.

Page 10, continued on next page »
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“l EBS’*A DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

Process the DD Form 214 CONTINUED

30. The Attachments & Review section displays. @ NOTE: The HR Professional, Member, and Signature
31. Select the Add Attachments icon to attach any supporting documents. Authority will all be able to see and review the

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

. :ii:a“qe @ Attachments & Review

Personal Information

Visited
Maximum attachment size is %1 M,

Current Assignment Info
Visited ADD ATTACHMENT

Awards/Honors/Medals

.  Uploaded Attachments

Visited
» ) There are no sttachments. Plesse click the Add Attachmentbuttan above 1o upload an attschment
Miitary Education

® Visited Comments
Remarks CANCEL DD Form 214 Approval Routing I
® visited
o
. Attachments & Review @ Review/Edit Approvers
visited

Approval Stage

 Comments History

There are no comments. Please click the Add Comments bution above to add a comment. i Pending

« Transaction History All Army

S —————— & Recommend Approvel
SETCCF\,%@V&E N ZE“QJOHZN‘:ERCE N m NOTE //7 l’h/S Case, W/Z’h Zhe
v Category Validation by Member r A DD Form 214 Member ) )
33 o o e @ selected Not Available to Sign
o option, the Member will be
SronsmomEe CPT CINDY LEE . . .
6 Forn 214 Sgnoture Authoriy skipped, sending form directly
(] , ,
to Signature Authority. If
A H * Comments e
© Member Present With HR
System at 03/12/25 - 12:11 AM J
(] Member nol available fo sign. (25100,54) PfO is Selected, l-he Memb@r
@ S35 12 coooo00o0000 (12081 202) will be able to sign through
@ System at 03/11/25 - 11:07 PM eXZ’erna/ CAC reader
Reassigned from 0000000000.00 t& 0000000000.00 (18081,2022)

J
CANCEL 0 DD Form 214 Approval Routing [ ooe |

Signature Authority
00 6.01

D

33. Review the Category Validation by Member

Review/Edit Approvers

Approval Stage

section to ensure every category/tab has been . -
All Army
validated as indicated by the checkmark icon. —
y . © Recommend Approval m ‘ ' ’
34. Select the lookup tool to select a Signature A . soowmmows @ NOTE: In this case, with the
Authority. A selected Available to Sign
35. Select the SUBMIT button when the DD Form 214 is m option, the form will be
ready to be reviewed by the Signature Authority. oo Fom 21 S snorty routed to the M meer - Once
. . . . the Member validates and
35A. For processing Available to Sign option ONLY: ~ Comments . ,
submits, the form will be
Select the SUBMIT button when the DD Form R T R —— routed to Sianature Authorit
214 is ready to be reviewed by the Member. g y

System at 03/11/25 - 10:01 PM
Reassigned from 0000000000.00 to '0000000000.00 (13081.2022)

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

Page 11, continued on next page »
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

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

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

(or select the desired Member from the Notifications list)

@ NOTE: The Available to Sign option has several
1. Select the DD Form 214 - HR Tile to open the DD Form 214 different steps outlined in this job aid.
landing page.
2. Enter all applicable criteria for the Member.
2A. Select Search.

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

HR Professional + 1 < 20f4 > 3 Notifications

| Actions | Alers

DD Form 214 - HR Case Management Release Notes Pay-Absence-Incent-Ded (PAID) View Retirement Points 3 Actions
@ DD Form 214 for SGM JOHN PIERCE and
assignment 000000000 has been... >
r:’ K3 a © 3 minutes ago
DD Form 214 for SSG SAMUEL THOMAS and
assignment 000000000 has been... >
0 open 0 Unassigned @ 1 hour ago

DD Form 214 for PFC ISAAC GARCIA and
assignment000000000 is awaiting yo... >

& Manning Analytics Awards Roster by Department Duty Status Roster Promotions Roster

® 7 hours ago
(ﬁ) @ nstance ID
« |0 [Q search in Menu \ N Q
DD FORM 214 (.
Search DD FORM 214 .
eare ~ | DD FORM 214 List G
Empl ID
0000000000 Q Empl ID ACT Assignment ID Seq No Assigned Oprid Last Update User ID Last Update Date/Time DD214 Status Actions
BoBID; 1 0000000000 000000000 0 0000000000.00 03/11/25 8:51.48PM Initiated Actions © >
L

Assignment From Date

)
Assignment To Date

i
Assignment ID
uic
First Name D
Last Name

DD214 Status

QEm) )

v

Page 12, continued on next page »
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hl EBS’*A DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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

3. The DD Form 214 Iand.mg page displays. Use the dlfferent tabs to navigate NAVIGATION: Menu > Workforce Administration
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.

Summary Maintenance

Display Name SGT NICK ADAMS
Employee ID 0000000000
ACT Assignment ID 000000000

Date Range

Visited Date Range

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.

Personal Information
On Hold

2 Name Last Duty Assignment & Major Command Station Where Separated
Current Assignment Info SGT NICK ADAMS AUGOEPDATD

Awards/Honors/Medals
View |Perms Data View Assignment Data

Military Education

On Hold 1 *Date From  03/15/2020 *DateTo | 03/14/2025

On Hold
Current DD Form 214 Period Range Selection Q

Reserve Component

Prior DD Form 214 Period Range Selection
On Hold
+DateTo  03/14/2020

@@
@- @

r Date From  11/12/2014
Remarks
G Hoid *Member Signature Status

Attachments & Review Not Available to Sign v

On Hold

[ves []  theve confimed date range @ NOTE: The Prior DD Form 214 Period Range
Selection can be added but is not required to

'Summary Maintenance ﬁ
create a DD Form 214/DD Form 214-1. The
CORAGIRT DB JOR SR NIRRT WG o] BRSO e Prior DD Form 214 Period Range Selection is
R the Member's last DD Form 214 received, if
T —— . applicable.
() NOTE: Use the View iPERMS Data and View
ST (% TecsemeesmY 9 @ Assignment Data links to verify assignment
information or search for supporting
LI documentation as needed.
fdmedinl i a#rtce s Learvion End (R servion Description wee L] Description | Serde -
i, (e | g et | 2 | e | e | e | e | e (| (B RE R e
00/11/1007 11212022 00/11/1008 00/10/1008 | 0910 usa Reguiar Amy Eniisted A R 285 o a o [} 38s 385 L] [ a0 o 00 00
08111987 1122022 081111080 08/10/2000 0010 usa Regular Army Enfist=d A R 388 (1] o o o 368 <] o 00 0o o 00 00 Details
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“l EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

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

4. Select the Member Signature Status drop-down and select the applicable status.
4A. Validate and select Yes on the | have confirmed date range slider.
4B. Click Save.
4C. Select Next to continue.

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

DD FORM 214

DisplayName SGT NICK ADAMS
Employee ID 0000000000

ACT Assignment ID 000000000

Date Range

® \isited Date Range
. 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.
Personal Information
® visited
8 Name Last Duty Assignment & Major Command Station Where Separated
Current Assignment Info SGT NICK ADAMS AUGOEPDATD
® Visited
Awards/Honors/Medals
View IPerms Data View AssigpementDais
© Not Started :
Milltary Education Current DD Form 214 Period Range S

Available to Sign |

ar ? 03/15 03/14/2025 I
Not Started *Date From  03/15 Not Available to Sign *DateTo 03/14/2025 =

<]

Reserve Component Not Selected
Prior DD Form 214 Period Range Sele| |
© Not Started Present with HR Pro
? Date From  11/12, | *DateTo 03/14/2020 =
Remarks Refused to Sign
o -
Not Started *Member Signature Status Unable to Sign Digitally
Attachments & Review Not Sign Not Selected v
O Not Started

e [| ves | | Ihavecmnﬁrmedda(erange]

Q tPPS A

Page 14, continued on next page »
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DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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.

X Exit

DD FORM 214
Display Name SGT NICK ADAMS 9
Employee ID 0000000000

[ACT Assignment ID 000000000

-( Previous -Nexl >
Date Range
® yisited Personal Information

Personal Information Page Description

Current Assignment Info

® Visited

Awards/Honors/Medals

© Mot Started

Military Education

ADAMS, NICK

Grade/Rate/Rank
SGT

Military Service Oblig Date

Contact Email Address

Personal Information
® vyisited
? Name Branch, Component DOD ID

Pay Grade
Reserve Stats for Obligation

Place of Entry into Active Duty

0000000000
Date of Birth
Contact Phone Number

555/000-000

Home of Record at Entry

© ot started NICK.ADAMS@ARMYMIL SOCIAL CIRCLE, GA
Reserve Component SGLI Coverage ? Speciality Retirement System Option

O Not Started $400,000 BANFANTRYMAN 3 Yea
Remarks

©  Not Started Days Accrued Leave Pay Nearest Relative *Mailing Address After Sep
Attachments & Review

O Not Started

Enter any additional information neccessary for processing this request

(& MePS A ==

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.

m 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.

@ NOTE: The Save button must be selected prior to selecting Next.
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DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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 | have validated my Personal Information slider.

12. Click Save.

13. Select Next to continue.

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

X Exit

DD FORM 214

DisplayName SGT NICK ADAMS
13

Employee ID 0000000000
ACT Assignment ID 000000000

Date Range

Visited Personal Information

Personal Infermation Page Description

Personal Information

® visited

Military Education
Contact Email Address

Place of Entry into Active Duty

2 Name Branch, Component DOD ID
Current Assignment Info ADAMS, NICK DA, Georgia Army Natl Guard 0000000000
© Not Started Grade/Rate/Rank Pay Grade Date of Birth
Awards/Honors/Medals ser £ r/zaf1992
O Nt Started Military Service Oblig Date Reserve Status for Obligation Contact Phone Number
20220810 Individual Ready Reserve 555/000-000

Home of Record at Entry

© Not started NICK.ADAMS@ARMY.MIL SOCIAL CIRCLE, GA
Reserve Component SGLI Coverage ? Speciality Retirement System Option

9 Not Started $400,000 11B-INFANTRYMAN 3 Years and 9 Months
Remarks

© Not Started “Days Accrued Leave Pay Nearest Relative “Mailing Address After Sep
Attachments & Review @ 0

O Not Started

Send Veteran Status administration copy to Mailing Address Q
| have validated my nearest relative is correct
I have validated my address after Separation is correct

I have been provided with a complete dental examination and all appropriate dental services and treatment within 90 days prior to separation

m [| Yes [ | \uavevallumrumvPew:analln(mmmmn]
Ente 1y additional information neccessary for pi

® WPPS A

@ 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.

€2
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DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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

14. The Current Assignment Info section displays. Use the vertical scrollbar in the table to @ NOTE: On fields that are grayed out,
view the Record of Service rows. the information is auto-populated from

14A. All rows, except the Effective Date of Pay Grade, must be changed to zero, as an Authoritative Data Source (ADS).
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 | have validated my Assignment information slider.
16. Click Save.

17. Select Next to continue.

Display Name SGT NICK ADAMS
Employee ID 0000000000
ACT Assignment ID 000000000

Date Range

® Visited Current Assignment Info

Current Assignment Info Page Description
Personal Information

Visited

Current Assignment info

Visited

Name
SGT NICK ADAMS

Record of Service

Last Duty Assignment & Major Command
AUGOEPDATD

Station Where Separated

Month

te Emtered Ad This Period 0000

nitial Entry Training 0000 0

Effective Date of Pay Grade 2021

Command to which Transferred
NA

@ [| Yes [ | |hauevahda—edmy.r.ss.grmemnfama—m]

Ertter any additional information neccessary for processing this request

16 NPPS A

@ 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.

prior to selecting Next.

NOTE: Reentry Codes do not apply
to officers.

@ NOTE: The Save button must be selected
&
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“l EBS’*A DD FORM 214/DD FORM 214-1
PROCESSING JOB AID

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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

18. The Awards/Honors/Medals section displays. Review and verify @ NOTE: The Awards data is auto-populated from
accuracy of award information. IPPS-A and can be viewed, corrected, or updated in

19. Validate and select Yes on the | have validated my Awards/ the Member's Person Profile under the Awards tab.
Honors/Medals information slider.

20. Click Save.

21. Select Next to continue.

[ |
DD FORM 214
< Previous MNext >
Date Range
® vistea @ Awards/Honors/Medals
personal information ‘Awards/Honors/Medals Page Description
. ,,,,,,,,,,,,,,,,,,,, Name Last Duty Assignment & Major Command ‘Station Where Separated
nment Info SGT NICK ADAMS AUGOEPDATD
® visited
Award Effdt Order Dt
Awards/Honors/Medals R
® vyisited
Military Education 1107,
© Not Started —
Reserve Component
© Not Started Hi
1/28, 1
Remarks
O Not Started
Attachments & Review /77201
O Not Started
ARMY SERVICE RIBBON 04/0
@ [|T\ 1 have validzied my Awards/Honars Medsls information ]
Additional Information
@ MPPS A REFRESH
@ NOTE: The Save button must be selected @ 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.

prior to selecting Next.
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MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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

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

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

22A. Select the Include slider on applicable courses.

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

24. Click Save.

25. Select Next to continue.

Display Name SGT NICK ADAMS
Emplayee ID 0000000000
ACT Assignment ID 000000000

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.

Date Range
® Visied Military Education
Military Education Page Description
Personal Information
. ]
Hame Last Duty Assignment & Major Command
Current Assig Inf SGT NICK ADAMS EPDAT
. ited
Awards/Honors/Medals IPPS-A
® visited Course Title Course Start Date Course End Date
Military Education HAZMAT FAMILIAR/SAF IN TRANSF
® Visited
AMMO HND
Reserve Component
O NotStarted Manual
Course Title Course Start Date Course End Date
Remark
© Not Started 4
Attachments & Review
0 NotStaned [\ v (] 1 have validated my Milnary Education rf;--v-a:c-]
Additional Information
SAVE
(24 NPPS A

Course Completion (MMYY)

Course Completion (MMYY)

Station Where Separated

Course Langth (Weeks)

Course Length (Weeks) Include

No + -

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 Completion (date)
* Course Start Date « Course Length

* Course End Date * Include (Yes/No)

Version 1.0 20250423

One Soldier k One Record % One Army

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.
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

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.

@ 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 | have validated my Assignment information slider.
28. Click Save.

29. Select Next to continue.

DD FORM 214
Display Name SGT NICK ADAMS
Employee 1D 0000000000
ACT Assignment ID 000000000

Date Range Reserve Component
® isiied
nation ADAM

Current Assignment Infa
® Visited

Awards/Monors/Medals
® visitad

Military Education &
e Q Yo one
o pechments & Review - . »
Non-Regular Retirement (NRR)
Non-Regular Retirement Points Year(s) Monthis} Day(s)
e oo Eicay m NOTE: Use the Additional Information text field to
e @ document or communicate details to the Member,
““ “ such as missing or outstanding Awards, Honors,
or Medals that are not included in the table. This
O i cwa—— ——— o information will be visible to the Member once
o the form is routed for review but will not appear

on the DD Form 214/DD Form 214-1.

Additional Information

ﬁ — - m NOTE: The Save button must be selected prior to
@ uePS @ selecting Next. —

Page 20, continued on next page »
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

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 | have validated Remarks slider.
33. Click Save.
34. Select Next to continue.

Display Name SGT NICK ADAMS
EmployeeID 0000000000
ACT Assignment ID 000000000

® Vit Remarks

personal Information Remarks Page Description

cument A - Name Last Duty Assignment & Major Cammand Station Where Separated
urrent Assignment Info
. o SGT NICK ADAMS 0306 MPCO  MP DETENTION 6O

visted

Awards/Honors/Medals

® visited
Military Education DD Form 214 Remark Code HR Pro Insertion Required .
.

Visited

® yisited

o

Attachments & Review
© Not started

€D =) nPPs A

Please Note: If any data looks inaccu

rate please select the contextual help icon and follow instructions to update your information via Self-sevice in IPPSA or work directly with your transition coordinator

@ 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.

Page 21, continued on next page »
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MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

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

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.

DD FORM 214

Date Range
® visited

Personal Information
® visited

Current Assignment Info
® visited

Awards/Honors/Medals
® visited

Military Education
® vished

Reserve Component
® visited

Remarks

® visited

Anachments & Review

® visited

A

B

@ SUBMIT -

Attachments & Review

& Review Page Description

Maximum attachment size is %1 ME.
ADD ATTACHMENT

* Uploaded Attachments

There are no attachments. Flease click the Add Attachment buttan above to upload an attachment.

&

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

< Previous

Comments

ADD COMMENTS

~ Comments History

There are no comments. Please click the Add Comments button sbove to add a comment.

~ Transaction History

2025.03-12-21 38.50.000000 - Initiated by CPT CINDY LEE

+ Category Validation by Member

°

O 0 0000 0

CANCEL DD Form 214 Approval Routing
Review/Edit Approvers
Approval Stage

All Army

© Recommend Approval
SGM JOHN PIERCE
DD Form 214 Member
03/12/25 12:11 AM

CPT CINDY LEE
PSC Pool: KA
12/2512:11 AM

% Pending

CPT CINDY LEE
DD Form 214 Signature Authority
~ Comments

System at 03/12/25 - 12:11 AM
Member not available to sign. (25100,54)

System at 03/11/25 - 11:07 PM
Reassigned frem 0000000000.00 te 0000000000.00 {18081,2022)

System at 03/11/25 - 11:07 PM
Reassigned from 0000000000.00 to 0000000000.00 {18081,2022)

Pending

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.

&

Signature Authority

Q7]

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

CANCEL Q DD Form 214 Approval Routing
Review/Edit Approvers

Approval Stage

All Army

& Recommend Approval
SSG SAMUEL THOMAS
DD Form 214 Member

CPT CINDY LEE
PSC Pool: KA

03/12/25 4:44 PM

B Not Routed

CPT CINDY LEE
DD Form 214 Signature Authority >
~ Comments

System at 0312/25 - 2:57 PM
Reassigned from0000000000.00 $20000000000.00 {18081.2022)

System at 03111/25 - 10:01 PM
Reassigned from0000000000.00 o 0000000000.00 {18081.2022)

=3

Pending

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.

&

|

is ready to be reviewed by the Member.
39. Review the DD Form 214 Approval Routing and select Done.

Version 1.0 20250423
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“l EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING JOB AID

Sign and Approve DD Form 214/DD Form 214-1 - Signature Authority

1. Select the desired Member from the Notification list. NAVIGATION: HR Professional landing page > DD Form 214 -
2. The Member's DD Form 214 displays. Navigate through the menu  HR (or select the desired Member from the Notifications list)
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.

Notifications

| Actions | Alers |

DD Form 214 for SGM JOHN PIERCE and
assignment 000000000 has been... >

@ 3 minutes ago

=3

DD FORM 214

3 Actions

Display Name SGM JOHN PIERCE
Employee D 0000000000
ACT Assignment D 000000000

DD Form 214 for SSG SAMUEL THOMAS and
assignment000000000 has been...

Date Range @ 1 hour ago
There are no attachments. Please click the Add Attachment button above to upload an attachment.
® visited
" Commests DD Form 214 for PFC ISAAC GARCIA and
Personal nformation assignment 000000000 is awaiting yo... >
® visited @ 7 hours ago

Current Assignment Info

® visited ADD COMMENTS &

Awards/Honors/Medals

® \isited | Comments History

Instance 1D

There are no comments. Please click the Add Comments button above 10 add 8 comment
Military Education

® visited
Transaction History
Remarks | 2025-03-11-20.51.48.000000 - Initiatedby CPT CINDY LEE
® visited 2025:03-12:00.11.35.000000 - Submit & Skipped Member Review by CPT CINDY LEE

Attachments & Review |
O |
i > Category Validation by Member
CANCEL

Pusiimok  Swn ————— =
B==a 9 Searc for. Pushback o Step

> Search Criteria )

Search Results

0 (EE i

Step Number 7. UseriD 14 Name 14 ActionType 11

1 0000000000.00 CPT CINDY LEE Return 1o Step

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

DD FORM 214 Authority Signature x

The DODID associated with the signing CAC Card should match the DODID associated with the logged in user

Only one signature is allowed per session. If additional signatures are required - Please follow the below steps to be
able 1o sign the DD Form 214 with the CAC Card:

1. Sign-Out from IPPS-A by clicking on Log-Out

2. Close the browser and make sure no other windows are open in the browser you are using o sign the DD Form 214
3. Log back into IPPS-A and navigate to members DD jia Self Service

4. If system prompts you 1o select a Certificate, make elect members Signature Centificate and try 1o sign

DD-214.

DD Form 214

Q SIGN FORM AND SUBMIT
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“l EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

Print DD Form 214/DD Form 214-1

1. From the HR Profession§I landing page, navigate to the DD Form 214 - HR Tile. (@ NOTE: The Service Form and the DD Form 214-1
The DD Form 214 landing page displays.

are the only forms automatically sent to iPERMS
and Defense Manpower Data Center (DMDC).
The Member form is for records only.

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 ~ DD FORM 214 List p
Actions %
Empit0
fosencoooon a Empio ACT AssignmentiD

DOD 1D

‘ 1 0000000000 1000000000

0 000000000000 0000000000.00 03/12125 12:20:42AM Completed Correction 9
Assignment From Date

€ Print X
Assignment To Date Print Member Form

[ 3]

Assignment 1D Frint Service Form
uic Print DD Form 214
First Name

Last Name

(@] () extension://efaidnbmnnnibpcajpcglclefindmkaj/ht

A Alltools  Edit  Convert  E-Sign 3

CAUTION: NOT TO BE USED FOR THIS IS AN IMPORTANT RECORD. ANY ALTERATIONS IN SHADED AREAS
IDENTIFICATION PURPOSES RENDER FORM VOID

CERTIFICATE OF UNIFORMED SERVICE
\When completed, this form contains personally identifiable information and is protected in accordance with the Privacy Act of 1874, as amended, and
DoD 5400.11-R, DoD Privacy Program

1. NAME (Last, First, Midale) [2. BRANCH AND COMPONENT 3. DOD ID NUMBER [, SERIAL nuMBEn

PIERCE, JOHN DA, US Army Active C 0000000000

5a. GRADE, RATE OR RANK b. PAY GRADE 6. DATE OF BIRTH (VVYYMMDD)

SGM E9 00000000

7a. MILITARY SERVICE OBLIGATION  [b. RESERVE STATUS FOR [c. CONTACT PHONE NUMBER [d. CONTACT EMAIL ADDRESS
TERMINATION DATE (YYYYMMDD) |  OBLIGATION (SELRES/RR) (Civiian) (Clvitan)

20050626 Selected Reserve 555/000-0000 SEE REMARKS

Ba. PLACE OF ENTRY INTO ACTIVE DUTY b. HOME OF RECORD AT TIME OF ENTRY (Clly and state, or complete address i known]

Dumfries, VA
8a. LAST DUTY AND MAJOR COMMAND b. STATION WHERE SEPARATE
DMO DCS G1IPPS-A PENTAGON

TO WHICH T 1. SGLI COVERAGE
TEST

AMOUNT: § 500000

12. SPECIALITY (List number, title, and . y( ars and months in spectallies 13. RECORD OF SERVICE YEAR(S) | MONTH(S)

involving periods of one or more years.

27 HOMAN RESOURCES SPECIALIST 2 Vears and 1 7o SEPARATION DATE THis PERIOD | 2025
Months //INOTHING FOLLOWS < NET ACTIVE SERVICE THIS PERIOD| 0027

4 TOTAL PRIOR ACTIVE SERVIGE 0000

[T TOTAL ACTIVE SERVICE 0000

| TOTAL INAGTIVE SERVICE 0000
g FOREIGN SERVICE 0000
' SEA SERVICE 0000
T INITIAL ENTRY TRAINING 0000
| EFFECTIVE DATE OF PAY GRADE 2023

14 DECORATIONS, MEDALS, BADGES, CITATIONS AND CAMPAIGN 5. UNIFORMED SERVICE EDUCATION

RIBBONS AWARDED OR AUTHORIZED (Al periods of service) (Course litle, number of weeks, and month and year completed)

ARMY SERVICE RIBBON /ARMY STAFF IDENTIFICAT\ON /INOTHING FOLLOWS

BADGE //MERITORIOUS SERVICE MEDAI

SUPERIOR UNIT AWARD f/NONCDMMISSIONED

OFFICERS PROF DEV RIBBON //ARMY GOOD CONDUCT

MEDAL /OVERSEAS SERVICE RIBBON /ARMED FORCES

16. DAYS AGCRUED LEAVE PAID [17. MEMBER WAS PROVIDED COMPLETE DENTAL EXAMINATION AND ALL APPROPRIATE o1, oo [wo

o DENTAL SERVICES AND TREATMENT WITHIN 90 DAYS PRIOR TO SEPARATION

18. RETIREMENT SYSTEM OPTION | | FINAL %] HIGH-3 | | REDUX BRS ‘19 DD214-1 (Accompanies this DD214) szs mo

20. REMARKS

JOHN.PIERCE.MIL@ARMY.MIL JINOTHING FOLLOWS Soldier (HAS) or (HAS NOT) completed first full term of service. //

The information contained herein is subject to computer matching withinthe Department of Defense (DoD) or with any other

affected FederalAgency for verification purposes and to determine eligi-bility forand/or continued compliance with, the

requirements of a Federalbenefit program /INOTHING FOLLOWS

5 DATE ENTERED AD THIS PERIOD 1997

The information contained herein s subject to computer matching within the Department of Defense or with any other affected Federal or non-Federal agency for
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

Access Required/Subcategory

Component Location Task(s) Routing Access Required
Member | Active Anywhere Review and Routes to Personnel Processing Activity | Member
Concur with 214 or Personnel Service Center Pool
Member | ARNG/USAR | Anywhere Review and Routes to User Defined-List Member
Concur with 214
HR Pro All All Support correction | Based on correction HR Pro
actions
HR Pro Active Separation Transfer | Produce 214 and | Based on status Subcat: DD Form 214
Point help finalize 214
HR Pro Active Military Personnel Finalize and Sign Member, iPERMS, & DMDC Subcat: DD Form 214
Division 214
HRPro | ARNG Joint Force Finalize and Sign | Member, iPERMS & DMDC Subcat: DD Form 214
Headquarters 2141
HR Pro USAR Readiness Divisions | Finalize & Sign Member, iPERMS & DMDC Subcat: DD Form 214
214-1
FUNCTIONAL SYS-ADMI|G, DD Form 214 q H =
Disable New Roles m

P_CRMRC_BASE_ACCESS PPS-A CRM base Access [ ] @ NOTE:

o NEMEER e g 1. The HR Pro and Offboarding SUBCATs are prerequisites for

;EE:;E:;ZE:ESS :LT? EL:‘ B;‘s; S g the DD Form 214 SUBCAT. The DD Form 214 SUBCAT is

- ; R housed under the Functional System Admin CATEGORY.

F_HCMEI_STP Soldier Talent Profile [i]

P_HCMHC_BASE_ACCESS PPS-A HCM Base Access ;) 2. DD-214 SUBCAT Access Approvers: DD Form 214 - This
P_HCMHR_DD214_HRPRO DD214 HR Operator Role e subcategory can be approved by the appropriate Validator:
P_HCMHR_DD214_MANUAL DD214 Manual Creation [i] . KEEB (W/Z.h DD FOI’m 2]4 /,O/e)

P_HCMHR_DD214_SIGNATURE  DD214 Signature Authority [ ]

- AR/NG Validator
@ NOTE: - Principle Validator
- IP_HCMHR_DD214_MANUAL — DD Form 214 Manual
Creation Override

o 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

e 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

e Grants access to sign DD Form 214s after the Service
Member submits them for final approval.
Version 1.0 20250423
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hl EBS’*A DD FORM 214/DD FORM 214-1

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY PROCESSING jOB AID

IPPS-A RESOURCES
@ Website
% Training Aids

= R3 Resources Demo Server

! User Manual (Chapter 13 and Process 15-1)

Version 1.0 20250423
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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

