
RED/DA 
How-to 
Guide

How to Generate and Route a 
REDDA (NAVPERS 1070/602) 

and DD Form 93



➢ Step 1: Login to NSIPS and Select Member 
Self Service 

➢ Step 2: Click on RED/DA



➢ Step 3: Click the Continue Button



Select drop down option to 
add new dependents or 

beneficiaries, then click add ➢ Step 4: Add Dependent and/or 
Beneficiaries by selecting the drop-
down option and clicking ‘Add’. 

➢  If dependents and allotments are 
reflecting correctly select ‘Continue’ 
and skip to page 9.

Definition(s):

PADD- Person Authorized to Direct 
Disposition

Notes:

Only one PADD can be selected;

Up to 3 dependents/beneficiaries may be 
selected for Bedside and Funeral Travel

Each pay allotment needs 
to total 100%



How to add a Dependent (1/4):
1. Enter full name as shown on the birth certificate (Last, First, 
Middle)

2. Select Relationship Status

3. Enter Birthdate

4. Select dependent status

5. Select whether the person is: 

 -A full time student over the age of 21?

 -Physically or mentally incapacitated?

 -Living with a custodian or guardian?

6. Indicate whether there is child support payments

7. Select Designations:

 -Authorized Bedside Travel

 -Authorized Funeral Travel

 -PADD

 -Other Person to Notify, Notify if missing, Do not 
notify due to III Health

8. Select Allotment Percentages for Unpaid allowances, 
allotment is missing, and gratuity pay.

9. Select ‘Next’.



How to add a Dependent (2/4):

10. Select who the dependent/beneficiary 
resides with or manually enter the address below

11. Enter phone number(s) and email address

12. Select ‘Next’



How to add a Dependent (3/4):

13. Upload support documentations such as 
birth certificates, marriage license, and divorce 

decree. Only PDF copies are accepted,

14. Verify you have uploaded the correct 
documents by clicking ‘View Attachment’



How to add a Dependent (4/4):

15. Review the information and Select ‘Finish’.



➢ Step 5: Verify Marital Status, Religion, 
Official Email Address, Phone Number, Other 

Email Addresses, and Current Addresses.

➢ If you need to make edits click the ‘Edit My 
Phone, Other Email Addresses, Current 

Address’ button.

➢ If no updates need to be made click 
‘Continue’.



How to add/update an 
address or phone 

number

1. If you need to update your address, click the 
‘+’ button and add the effective date, locality, 

status, and address. 

2. Click the verify button.

3. Select ‘Ok’ 

If you need to update 
the address, click the 

‘+’ sign

If the information is 
correct click ‘verify’



➢ Step 6. Upload supporting documentation (as needed) 

➢ Type ‘ANNUAL UPDATE’ into Block 14 and 46. Your 1070/602 will not generate if you do not have remarks here.

➢ Click ‘Continue’



➢ Step 7. Upload will or life insurance policy (as applicable)

➢ Click ‘Continue’ 



➢ Step 8. Click NAVPERS 1070/602 and DD Form 93. The forms 
will open in a separate window.

ANNUAL UPDATE
ANNUAL UPDATE



YOUR FORMS MAY OPEN LIKE THIS AND 
SAY “PLEASE WAIT” YOU WILL NOT BE 

ABLE TO SIGN YOUR FORMS FROM HERE,
YOU MUST DOWNLOAD THE FORMS 

USING THE DOWNLOAD BUTTON ABOVE. 
AFTER DOWNLOADING THE FORMS, YOU 

WILL OPEN THEM IN “ADOBE” TO 
DIGITALLY SIGN THEM.



CLICK 
ENABLE ALL 

FEATURES TO 
SIGN YOUR 

FORM



NAVPERS 1070/602 DIGITAL SIGNATURE

• IF ALL INFORMATION IS CORRECT DIGITALLY SIGN YOUR DOCUMENT

• CLICK SUBMIT ON FORM AFTER VERIFICATION OF DIGITAL SIGNATURE AUTOMATICALLY OCCURS 
IN FORM

• DO NOT PRINT THIS FORM WHEN OPEN; ONLY PRINT THE FORM IF NEEDED FROM RED DA 
INQUIRE.  THIS DOCUMENT WILL PULL FROM YOUR OMPF WHICH MAKE IT OFFICIAL AND CAN BE 
PRINTED.  IF DOCUMENT IS NOT IN YOUR OMPF THEN THE TRANSACTION MAY HAVE FAILED; 
YOUR WILL GET AN EMAIL NOTIFICATION FROM NSIPS IF THE TRANSACTION FAILED TO BE 
APPLIED TO YOUR OMPF.



AFTER YOU HAVE SUCCESSFULLY 
SIGNED YOUR FORMS THROUGH 

“ADOBE” AND SAVED THE FORMS, 
YOU WILL UPLOAD THEM USING THE 

“UPLOAD SIGNED FORMS” TAB 
ABOVE



DD Form 93 Digital Signature

➢ Verify information is correct 

➢ Digitally sign

➢ Do NOT Print this form when open; only 
print the form if needed from RED DA 
Inquire.  This document will pull from 
your OMPF which make it official and 
can be printed.  If document is not in 
your OMPF then the transaction may 
have failed; your will get an email 
notification from NSIPS if the 
transaction failed to be applied to your 
OMPF.



➢ Step 9. After both NAVPERS 1070/602 and DD Form 93 are 
signed upload them using the ‘Upload Signed Forms button’

➢ Click ‘Click here to upload’
➢ Choose file and select ‘upload’



➢ Step 10. After both NAVPERS 1070/602 and DD Form 93 are 
uploaded select ‘Submit’.



➢ Step 11. Receive confirmation of your submission and select 
‘Ok’ 
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