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SELF-SERVICE DD FORM 214 
AND 214-1 JOB AID

This Job Aid is comprised of two sections. The first 
assists Active Component Members in reviewing, 
validating, completing, and finalizing DD Form 214, 
“Certificate of Uniformed Service.”

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

NAVIGATION: Self-Service Homepage > DD Form 214 

The second sections assists Army National Guard (ARNG) 
and U.S. Army Reserve (USAR) Members in reviewing, 
validating, completing, and finalizing DD Form 214-1, 
“Certificate of Uniformed Service, Reserve Component 
Addendum.” 

The purpose of this Job Aid is to ensure accuracy and 
decrease processing times.

Self-Service DD Form 214

In accordance with Section 1168 of Title 10, United States Code 
(U.S.C.), the DD Form 214 represents the discharge certificate or 
certificate of release from all active duty service, to include active 
duty and full-time National Guard duty (Reference DoDI 1336.01, 
“Certificate of Uniformed Service (DD Form 214/5 Series)”).

1. From the Self-Service landing page, navigate to the DD Form 
214 Tile or select the desired Action from the Notifications list.

2. If navigating via the DD Form 214 Tile, select the DD Form 214 
Tile to open the DD Form 214 landing page.

2A. The DD Form 214 landing page displays.

2B. Select the desired DD Form 214 from the DD Form 214 List.
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Please review all sections for accuracy in the DD Form 214/-1 Activity Guide. The Date range entered below should be the service period the DD Form 214/-1 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 DD Form 214.

4. The Date Range section is view only for the Member. 

Self-Service DD Form 214 CONTINUED
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NOTE: The Save button must be 
selected prior to selecting Next.

Self-Service DD Form 214 CONTINUED
5. The Personal Information section displays. Review the populated Personal Information.

6. Validate and select Yes or No on each slider. 

7. Click Save.

8. Select Next to continue.

NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect Personal 
Information data. Once the Member selects the PUSHBACK button to return the form (see step 25B), this information will become 
visible to the HR Professional. However, the information will not appear on the DD Form 214/DD Form 214-1.

Add/Modify Address
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Self-Service DD Form 214 CONTINUED

9. The Current Assignment Info section displays. Review and verify the current assignment information.  

9A. Use the Vertical scrollbar in the table to scroll the Record of Service rows. Verify the rows as applicable. 

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

11. Click Save.

12. Select Next to continue.

DD FORM 214

SSG JO PRITCHETT
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NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect information 
or data under the Current Assignment Info page. Once the Member selects the PUSHBACK button to return the form (see step 25B), this 
information will become visible to the HR Professional. However, the information 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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Self-Service DD Form 214 CONTINUED

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

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

15. Click Save.

16. Select Next to continue.
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SSG JO PRITCHETT
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NOTE: Use the Additional Information text field to document or communicate details to the HR Professional, such as missing or 
outstanding Awards, Honors, or Medals that are not included in the table. Once the Member selects the PUSHBACK button to 
return the form (see step 25B), this information will become visible to the HR Professional. However, the information will not 
appear on the DD Form 214/DD Form 214-1. 
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Self-Service DD Form 214 CONTINUED

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

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

19. Click Save.

20. Select Next to continue.

NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect or 
missing Military Education data. Once the Member selects the PUSHBACK button to return the form (see step 25B), this information 
will become visible to the HR Professional. However, the information will not appear on the DD Form 214/DD Form 214-1. 
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NOTE: The Remarks section is viewable by the HR Professional and the Signature Authority, 
but not by the Member. 
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Self-Service DD Form 214 CONTINUED

21. The Attachments & Review section displays.

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

23. 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

SSG JO PRITCHETT
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CPT MOLLY HAMPTON

24. Review the Category Validation by Member section to 
ensure every category/tab has been saved as indicated by the 
checkmark icon. 

25. Click the Pushback to Step lookup tool, if corrections are 
required.

25A. The Lookup page displays. Select the desired User (HR 
Professional).

25B. Click the PUSHBACK button (the form is returned to the 
selected User (HR Professional).

26. Select SIGN, if no corrections are required.

26A. Select SIGN FORM AND SUBMIT to complete process.
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DD Form 214

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

27. From the Self-Service landing page, navigate to the DD Form 214 Tile.

28. Select the DD Form 214 Tile to open the DD Form 214 landing page.

28A. Select the action drop-down and select Print Member Form.  

DD FORM 214
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DD FORM 214 Status

SSG JO PRITCHETT
0000000000
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PRITCHETT, JO
0000000000, USA, PKI, DoD, U.S. 
Government, U.S. 

HAMPTON, MOLLY. 0000000000, USA, PKI, DoD

123 IPPS-A DRIVE, ARLINGTON, VA 22202 SARA PRITCHETT, 123 IPPS-A DRIVE, ARLINGTON, VA 22202

NOTE: A final/approved DD Form 214 will 
be available for printing once signed by the 
Signature Authority.
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NOTE: The official edition of Department of Defense (DD) forms 
are available at https://www.esd.whs.mil/Directives/forms/.

NAVIGATION: Self-Service Homepage > DD Form 214 

Self-Service DD Form 214-1 (Reserve Component Addendum)

The DD Form 214-1 documents all selected Guard and Reserve 
service. ARNG and USAR Members who separate from their 
component while in a Reserve status or transfer to the Individual 
Ready Reserve (IRR) will receive the DD Form 214-1 along with the 
standard DD Form 214. 

In accordance with Section 1168 of Title 10, United States Code 
(U.S.C.), the DD Form 214 represents the discharge certificate or 
certificate of release from all active duty service, to include active 
duty and full-time National Guard duty. Pursuant to Section 570 of 
Public Law 116-92, “National Defense Authorization Act for Fiscal 
Year 2020,” the DD Form 214-1, in conjunction with the DD Form 
214, represents the standard record of service for Members of the 
Reserve Components (Reference DoDI 1336.01).

1. From the Self-Service landing page, navigate to the DD Form 
214 Tile or select the desired Action from the Notifications list.

2. If navigating via the DD Form 214 Tile, select the DD Form 214 
Tile to open the DD Form 214 landing page.

2A. The DD Form 214 landing page displays.

2B. Select the desired DD Form 214 from the DD Form 214 List.
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Please review all sections for accuracy in the DD Form 214/-1 Activity Guide. The Date range entered below should be the service period the DD Form 214/-1 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 DD Form 214.

4. The Date Range section is view only for the Member. 

Self-Service DD Form 214-1 CONTINUED
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NOTE: The Save button must be 
selected prior to selecting Next.

Self-Service DD Form 214-1 CONTINUED
5. The Personal Information section displays. Review the populated Personal Information.

6. Validate and select Yes or No on each slider. 

7. Click Save.

8. Select Next to continue.

NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect 
Personal Information data. Once the Member selects the PUSHBACK button to return the form (see step 29B), this information 
will become visible to the HR Professional. However, the information will not appear on the DD Form 214/DD Form 214-1.
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Self-Service DD Form 214-1 CONTINUED

9. The Current Assignment Info section displays. Review and verify the current assignment information.  

9A. Use the Vertical scrollbar in the table to scroll the Record of Service rows. Verify the rows as applicable. 

DD FORM 214

SSG JO PRITCHETT
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0000000000

NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect information 
or data under the Current Assignment Info page. Once the Member selects the PUSHBACK button to return the form (see step 29B), this 
information will become visible to the HR Professional. However, the information will not appear on the DD Form 214/DD Form 214-1. 

SSG JO PRITCHETT

NOTE: All rows, except the Effective Date of Pay Grade, must reflect zero, as this information will be reflected 
under the Reserve Component section. 

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

11. Click Save.

12. Select Next to continue.

NOTE: Reentry Codes do not apply to officers.
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Self-Service DD Form 214-1 CONTINUED

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

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

15. Click Save.

16. Select Next to continue.

DD FORM 214

SSG JO PRITCHETT
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NOTE: Use the Additional Information text field to document or communicate details to the HR Professional, such as missing or 
outstanding Awards, Honors, or Medals that are not included in the table. Once the Member selects the PUSHBACK button to return 
the form (see step 29B), this information will become visible to the HR Professional. However, the information will not appear on the 
DD Form 214/DD Form 214-1. 
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Self-Service DD Form 214-1 CONTINUED
17. The Military Education section displays. Review and verify information and data for accuracy.

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

19. Click Save.

20. Select Next to continue.

NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect or 
missing Military Education data. Once the Member selects the PUSHBACK button to return the form (see step 29B), this information 
will become visible to the HR Professional. However, the information will not appear on the DD Form 214/DD Form 214-1. 
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NOTE: The Remarks section is viewable by the HR Professional and the Signature Authority, 
but not by the Member.
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Self-Service DD Form 214-1 CONTINUED
21. The Reserve Component section displays. Review, verify information, and data for accuracy.

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

23. Click Save. 

24. Select Next to continue.

DD FORM 214

SSG JO PRITCHETT
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NOTE: Use the Additional Information text field to document or communicate details to the HR Professional on any incorrect or missing 
Reserve Component data. Once the Member selects the PUSHBACK button to return the form (see step 29B), this information will 
become visible to the HR Professional. However, the information will not appear on the DD Form 214/DD Form 214-1. 
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Self-Service DD Form 214-1 CONTINUED
25. The Attachments & Review section displays.

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

27. 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

SSG JO PRITCHETT
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28. Review the Category Validation by Member section to 
ensure every category/tab has been saved as indicated by the 
checkmark icon. 

29. Click the Pushback to Step lookup tool, if corrections are 
required.

29A. The Lookup page displays. Select the desired User (HR 
Professional).

29B. Click the PUSHBACK button (the form is returned to the 
selected User (HR Professional).

30. Select SIGN, if no corrections are required.

30A. Select SIGN FORM AND SUBMIT to complete process.
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DD Form 214

Process the DD Form 214-1 (ARNG/USAR) CONTINUEDPrint DD Form 214-1
31. From the Self-Service landing page, navigate to the DD Form 214 Tile.

32. Select the DD Form 214 Tile to open the DD Form 214 landing page.

32A. Select the action drop-down and select Print Member Form.  
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NOTE: A final/approved DD Form 214 will 
be available for printing once signed by the 
Signature Authority.
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IPPS-A RESOURCES
Website

Training Aids 

R3 Resources Demo Server

User Manual (Chapter 13) 

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

