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Generate a Manual DD214 
 

Introduction This guide provides the procedures for creating a Manual DD214 in Direct 
Access (DA). 

 
Information This guide should be used primarily for Reserves on Contingency orders.  

This requires a DD214 be issued upon completion of the orders, but no 
Separation or RELAD. 

 
Procedures See below. 
 

Step Action 
1 Click on the Separations tile. 

 
 

1.5 Select the DD214 Form option. 

  
 

 

Continued on next page 
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Generate a Manual DD214, Continued 

 

Procedures, 
continued 

 

 
Step Action 

2 Enter the Empl ID and click Search. 

 
 

 

Continued on next page 
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Generate a Manual DD214, Continued 

 

Procedures, 
continued 

 

 
Step Action 

3 A list of the members orders will display.  Use the arrow keys to move to the last 
set of orders if necessary. Locate the set of orders requiring a DD214 from the 
list.  Click anywhere on that row. 

 
 

4 The DD214 worksheet will display.  Follow the instructions in the DD214 Manual 
to complete each block. 

 
 

 

 

 

https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
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