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BAH Initial Certification Instructions

This Job Aid assists Members with creating an initial 
Basic Allowance for Housing (BAH) Authorization 
and Dependency Declaration form (previously 
known as DA Form 5960) via the 
Pay-Absence-Incent-Ded (PAID) tile. Upon 
submission of the initial BAH Certification, the 
request will be routed to the Member's S1 pool.

1. The Self-Service homepage displays.

2. Select the Pay-Absence-Incent-Ded (PAID) tile.

BASIC ALLOWANCE FOR HOUSING 
INITIAL CERTIFICATION JOB AID

3. The Pay-Absence-Incent-Ded (PAID) landing
screen displays.

3A. In the Selection Criteria section, select 
the Entry Type drop-down arrow.

3B. Select Housing.

3C. Leave the Status blank.

4. Select Add.

NAVIGATION: Self-Service homepage > 
Pay-Absence-Incentive Pay-Deduction (PAID) tile

NOTE: BAH Certification is a non-pay impacting 
function. The S1 is required to transmit the Initial BAH 
Certification, along with all subsequent BAH status 
changes, directly to the Army Military Pay Office (AMPO) 
for the purpose of initiating or modifying military pay.

5. The Housing screen displays.

6. In the Housing section, select the Housing
Category magnifying glass icon.

6A. The Lookup screen displays.

6B. Select BAH from the dropdown listing.

NOTE: BAH Certification via IPPS-A is ONLY for Members assigned to a 
Continental United States (CONUS) location. Members assigned to an 
Outside the Continental United States (OCONUS) location must continue 
using the legacy process for Overseas Housing Allowance (OHA) Certification.
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BAH Initial Certification Instructions CONTINUED

Version 1.0 20251211

1. The Self-Service homepage displays.

2. Select the Pay-Absence-Incent-Ded (PAID) tile. 

3. The Pay-Absence-Incent-Ded (PAID) landing 
screen displays.

3A. In the Selection Criteria section, select 
the Entry Type drop-down arrow.

3B. Select Housing.

3C. Leave the Status blank.

4. Select Add.

5. The Housing screen displays.

6. In the Housing section, select the Housing 
Category magnifying glass icon.

6A. The Lookup screen displays.

6B. Select BAH from the dropdown listing.
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BAH Initial Certification Instructions CONTINUED

Version 1.0 20251211

7. Select the Begin and End Dates.

7A. Select the Begin Date 
calendar icon; choose the 
desired date from Calendar.

7B. Select the End Date calendar 
icon; choose the desired date 
from Calendar (the End Date 
must be one year from the 
Begin Date).

8. Find the Entry Details section.

8A. Select the Quarter Type 
magnifying glass icon.

8B. The Lookup screen displays.

8C. Select the desired Quarter 
Type from the dropdown 
listing.

9. Select the Housing Type magnifying 
glass icon. 

9A. The Lookup screen displays.

9B. Select the desired Housing Type 
from the dropdown listing. 

10. The BAH With Dependent 
Agreement displays.

10A. Select OK to confirm that you 
agree with the BAH With 
Dependent Agreement.

14. Select the Spouse (If Applicable) magnifying glass icon. 

14A. The Lookup screen displays.

14B. Select the desired name from the dropdown listing.

15. Members may enter multiple dependent information. Select the Additional Dependent 1 magnifying glass icon.

15A. The Lookup screen displays.

15B. Select the desired name from the dropdown listing.

16. Select Submit.
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11. Select the Primary Residence magnifying glass icon.

11A. The Lookup screen displays.

11B. Select the desired address from the dropdown listing.MSG JOHN SMITH0000000000
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BAH Initial Certification Instructions CONTINUED

Version 1.0 20251211

7. Select the Begin and End Dates.

7A. Select the Begin Date 
calendar icon; choose the 
desired date from Calendar.

7B. Select the End Date calendar 
icon; choose the desired date 
from Calendar (the End Date 
must be one year from the 
Begin Date).

8. Find the Entry Details section.

8A. Select the Quarter Type 
magnifying glass icon.

8B. The Lookup screen displays.

8C. Select the desired Quarter 
Type from the dropdown 
listing.

9. Select the Housing Type magnifying 
glass icon. 

9A. The Lookup screen displays.

9B. Select the desired Housing Type 
from the dropdown listing. 

10. The BAH With Dependent 
Agreement displays.

10A. Select OK to confirm that you 
agree with the BAH With 
Dependent Agreement.

14. Select the Spouse (If Applicable) magnifying glass icon. 

14A. The Lookup screen displays.

14B. Select the desired name from the dropdown listing.

15. Members may enter multiple dependent information. Select the Additional Dependent 1 magnifying glass icon.

15A. The Lookup screen displays.

15B. Select the desired name from the dropdown listing.

16. Select Submit.
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11. Select the Primary Residence magnifying glass icon.

11A. The Lookup screen displays.

11B. Select the desired address from the dropdown listing.MSG JOHN SMITH0000000000
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BAH Initial Certification Instructions CONTINUED

Version 1.0 20251211

7. Select the Begin and End Dates.

7A. Select the Begin Date 
calendar icon; choose the 
desired date from Calendar.

7B. Select the End Date calendar 
icon; choose the desired date 
from Calendar (the End Date 
must be one year from the 
Begin Date).

8. Find the Entry Details section.

8A. Select the Quarter Type 
magnifying glass icon.

8B. The Lookup screen displays.

8C. Select the desired Quarter 
Type from the dropdown 
listing.

9. Select the Housing Type magnifying 
glass icon. 

9A. The Lookup screen displays.

9B. Select the desired Housing Type 
from the dropdown listing. 

10. The BAH With Dependent 
Agreement displays.

10A. Select OK to confirm that you 
agree with the BAH With 
Dependent Agreement.

14. Select the Spouse (If Applicable) magnifying glass icon. 

14A. The Lookup screen displays.

14B. Select the desired name from the dropdown listing.

15. Members may enter multiple dependent information. Select the Additional Dependent 1 magnifying glass icon.

15A. The Lookup screen displays.

15B. Select the desired name from the dropdown listing.

16. Select Submit.

Page 5, continued on next page

11. Select the Primary Residence magnifying glass icon.

11A. The Lookup screen displays.

11B. Select the desired address from the dropdown listing.

NOTE: If the Quarters Type field is GOVERNMENT - INADEQUATE, 
the Inadequacy Pct field must have the appropriate percentage 
entered by the Member. For other Quarters Type, the Inadequacy 
Pct field is blank.

NOTE: If the Primary Residence Postal lookup listing returns zero results, the 
Member must add their Home Address (NAVIGATION: Self-Service Homepage > 
My Soldier Data > Personal Details > Select Home Address), once saved, return to 
the Housing request and the Primary Residence Postal lookup tool listing will 
populate with the Member's address.
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BAH Initial Certification Instructions CONTINUED

Version 1.0 20251211

7. Select the Begin and End Dates.

7A. Select the Begin Date 
calendar icon; choose the 
desired date from Calendar.

7B. Select the End Date calendar 
icon; choose the desired date 
from Calendar (the End Date 
must be one year from the 
Begin Date).

8. Find the Entry Details section.

8A. Select the Quarter Type 
magnifying glass icon.

8B. The Lookup screen displays.

8C. Select the desired Quarter 
Type from the dropdown 
listing.

9. Select the Housing Type magnifying 
glass icon. 

9A. The Lookup screen displays.

9B. Select the desired Housing Type 
from the dropdown listing. 

10. The BAH With Dependent 
Agreement displays.

10A. Select OK to confirm that you 
agree with the BAH With 
Dependent Agreement.

14. Select the Spouse (If Applicable) magnifying glass icon. 

14A. The Lookup screen displays.

14B. Select the desired name from the dropdown listing.

15. Members may enter multiple dependent information. Select the Additional Dependent 1 magnifying glass icon.

15A. The Lookup screen displays.

15B. Select the desired name from the dropdown listing.

16. Select Submit.

11. Select the Primary Residence magnifying glass icon.

11A. The Lookup screen displays.

11B. Select the desired address from the dropdown listing.

12. Select the Duty Location Assignment 
magnifying glass icon.

12A. The Lookup screen displays.

12B. Select the desired assignment from 
the dropdown listing.
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13. Select the BAH Based on (Postal) 
magnifying glass icon.

13A. The Lookup screen displays.

13B. Select the desired value from the 
dropdown listing.
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BAH Initial Certification Instructions CONTINUED

Version 1.0 20251211

7. Select the Begin and End Dates.

7A. Select the Begin Date 
calendar icon; choose the 
desired date from Calendar.

7B. Select the End Date calendar 
icon; choose the desired date 
from Calendar (the End Date 
must be one year from the 
Begin Date).

8. Find the Entry Details section.

8A. Select the Quarter Type 
magnifying glass icon.

8B. The Lookup screen displays.

8C. Select the desired Quarter 
Type from the dropdown 
listing.

9. Select the Housing Type magnifying 
glass icon. 

9A. The Lookup screen displays.

9B. Select the desired Housing Type 
from the dropdown listing. 

10. The BAH With Dependent 
Agreement displays.

10A. Select OK to confirm that you 
agree with the BAH With 
Dependent Agreement.

14. Select the Spouse (If Applicable) magnifying glass icon. 

14A. The Lookup screen displays.

14B. Select the desired name from the dropdown listing.

15. Members may enter multiple dependent information. Select the Additional Dependent 1 magnifying glass icon.

15A. The Lookup screen displays.

15B. Select the desired name from the dropdown listing.

16. Select Submit.

11. Select the Primary Residence magnifying glass icon.

11A. The Lookup screen displays.

11B. Select the desired address from the dropdown listing.
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Website

Training Aids 

R3 Resources Demo Server 

IPPS-A RESOURCES

Version 1.0 20251211

7. Select the Begin and End Dates.

7A. Select the Begin Date
calendar icon; choose the 
desired date from Calendar.

7B. Select the End Date calendar
icon; choose the desired date 
from Calendar (the End Date 
must be one year from the 
Begin Date).

8. Find the Entry Details section.

8A. Select the Quarter Type 
magnifying glass icon.

8B. The Lookup screen displays.

8C. Select the desired Quarter 
Type from the dropdown 
listing.

NOTE: The Housing request 
provides Additional Dependent 
fields for up to ten dependents.

NOTE: Comments and Attachments 
are not required. Follow 
organizational Standard Operating 
Procedures (SOPs) regarding 
Comments and Attachments to 
submit Housing requests.

9. Select the Housing Type magnifying
glass icon. 

9A. The Lookup screen displays.

9B. Select the desired Housing Type
from the dropdown listing. 

10. The BAH With Dependent 
Agreement displays.

10A. Select OK to confirm that you 
agree with the BAH With 
Dependent Agreement.

14. Select the Spouse (If Applicable) magnifying glass icon. 

14A. The Lookup screen displays.

14B. Select the desired name from the dropdown listing.

15. Members may enter multiple dependent information. Select the Additional Dependent 1 magnifying glass icon.

15A. The Lookup screen displays.

15B. Select the desired name from the dropdown listing.

16. Select Submit.
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11. Select the Primary Residence magnifying glass icon.

11A. The Lookup screen displays.

11B. Select the desired address from the dropdown listing.
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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

