
Version 1.0 20250523
Page 1, continued on next page

DD FORM 214 AND 214-1 
CANCELLATION JOB AID

This Job Aid provides HR Professionals with step-by-step 
assistance in revoking an assignment resulting in the 
cancellation of a Member’s DD Form 214, “Certificate 
of Uniformed Service” or DD Form 214-1, “Certificate 
of Uniformed Service, Reserve Component Addendum,” 
which will generate a Void Memorandum.

NOTE: Only HR Professionals with the DD-Form 214 SUBCAT and 
Signature Authority role have access to cancel a DD Form 214 or 
DD Form 214-1.

Navigation

1.	 Navigation: HR Professional > Navigator > Menu > 
Workforce Administration, Assignment Tracking, Manage 
Assignments

REVOKE ASSIGNMENT, CANCEL DD FORM 214 AND 214-1, 
AND GENERATE VOID MEMORANDUM

NOTE: An asterisk (*) will designate where steps differ for 
DD Form 214-1.
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Navigation CONTINUED
2.	Navigate to Assignments Search page. Screen displays Search Criteria. Select Search.

3.	The Current/Approved landing page displays.
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DD Form 214 and 214-1 Cancellation
4. Under the Permanent Assignments section, locate the appropriate Transfer or Separation Assignment. 

4

NOTE: Revoke the separation or transfer assignments associated with the Member’s DD Form 214. 
(i.e., The triggering assignment and remaining transfer or separation assignment(s)). *If Applicable.

5. Select Other Actions drop down arrow. Select Revoke Assignment.

6. The Assignment Details landing page displays.
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7. Under the Revocation Reason section, click the Description drop down arrow and select the revocation reason.

8. Select Submit Revoke Assignment. Popup message displays; Select OK to complete process.

DD Form 214 and 214-1 Cancellation CONTINUED
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9. The Current/Approved landing page displays. Under the Permanent Assignments section, 
locate the remaining, appropriate Transfer or Separation Assignment. 

DD Form 214 and 214-1 Cancellation CONTINUED

NOTE: Revoke the remaining separation or transfer assignments associated with the Member’s DD 
Form 214. (i.e., The triggering assignment and remaining transfer or separation assignment(s)).
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10. Select Other Actions drop down arrow; Select Revoke Assignment. 

11. The Assignment Details landing page displays.
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 *For DD Form 214-1, skip steps 9-13 and go to step 14 on page 7.
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DD Form 214 and 214-1 Cancellation CONTINUED

12. Under the Revocation Reason section, click the Description drop down arrow and select the revocation reason.

13. Select Submit Revoke Assignment. Popup message displays; Select OK to complete process.
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DD Form 214 and 214-1 Cancellation CONTINUED

14. The Current/Approved landing page displays. Click the Home icon to navigate to the HR Professional landing page.

15. Select the DD Form 214-HR Tile to open the DD Form 214 landing page.
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Process the DD Form 214-1 (ARNG/USAR) CONTINUEDDD Form 214 and 214-1 Cancellation CONTINUED

16. The DD Form 214 landing page displays. Enter all applicable criteria for the Member.

16A. Select Search.

16B. Select the desired Member from the DD Form 214 list.

17. The DD Form 214 landing page displays.

17A. Select Remarks from the menu panel.

17B. The Remarks section displays.

17C. Under the DD Form 214 Remark Code section, select the Edit icon to update the cancellation (CAN) Description.

17D. Enter the appropriate text and select Done.

NOTE: Text must be as descriptive as possible. 
For example: Member extended, Member 
reenlisted, or Member Court Martial. 
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DD Form 214 and 214-1 Cancellation CONTINUED

18. Click Save.

19. Select Next to continue.

20. The Attachments & Review section will display.

21. Verify that cancellation was successful under the Transaction History section.

22. Select Exit to complete process.
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NOTE: Once the DD Form 214 or 214-1 cancellation process is complete, the 
DD Form 214 Status will reflect as Cancelled and IPPS-A will generate a VOID 
memo and send to Member’s iPERMS. 

IPPS-A RESOURCES
Website

Training Aids 

R3 Resources Demo Server

User Manual (Chapter 13)

DD Form 214 and 214-1 Cancellation CONTINUED
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SMITH, JOHN, Contractor

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

