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This document provides instructions for accessing DMDCRS and submitting requests after the MyTravel Close-Down. 

Overview 
Following the sunset of MyTravel, access to travel documents must be requested through the Defense 
Manpower Data Center’s Reporting System (DMDCRS). Follow the instructions in this document to gain access 
to DMDCRS and to submit requests for MyTravel documents.   

Request Access to DMDCRS  
1. Download the DD-2875 Reporting System form and Specific Instructions for Completing DD-2875 from 

the DMDCRS website. Do not use the DD-2875 DMDC Reporting System - INTERNAL form. 

2. Complete the DD-2875 form to request DMDCRS access, following the instructions and send the form 
to the DMDCRS Help Desk at dmdc.dmdcrshelpdesk@mail.mil  

It may take up to 2 business days to receive your account information via email.  

If you have any questions or need further assistance, you can contact the DMDCRS Help Desk at the email listed 
above or by calling +1 831-583-2400 or DSN 322-220-7070.   

Logging into DMDCRS 
1. Go to the DMDCRS Website  

2. Click Continue  

https://www.defensetravel.dod.mil/index.cfm
https://dmdcrs.dmdc.osd.mil/dmdcrs/public/
mailto:dmdc.dmdcrshelpdesk@mail.mil
https://dmdcrs.dmdc.osd.mil/dmdcrs/public/
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3. Read and acknowledge the DoD Notice and Consent and Responsibilities of Receiving and Maintaining 
Privacy Act Data, click OK 

4. Select Smartcard (CAC, PIV), click Continue and select your Authentication certificate 

5. After authentication, you will be directed to the DMDCRS landing page  

  

https://www.defensetravel.dod.mil/index.cfm
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Creating a Request for MyTravel Documents  
1. Select Create Request then click on Basic Request 

2. Select Yes, PII is Involved, click Next 

  

https://www.defensetravel.dod.mil/index.cfm
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3. Read the PII Agreement, click Accept 

4. Answer the remaining questions in the Privacy Information section, click Next  

https://www.defensetravel.dod.mil/index.cfm
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5. Complete the Request Description information 

• Enter this information in the Description of request section:  

Data request is needed due to the MyTravel sunset. Request all Travel, Request, Expense data, and 
related documentation and receipts. (Specify organization/suborganization, specify specific Traveler, 
Approver, as needed.) 

• Click Next  

  

Data request is needed due to the MyTravel sunset. Request all Travel, Request, Expense 
data, and related documentation and receipts. 

https://www.defensetravel.dod.mil/index.cfm
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6. Complete the PII Justification information 

• Enter this information in the Why is PII data needed and how will it be used? section: 

PII data request is needed due to the MyTravel sunset. 

• Enter this information in the Please provide justification for each item of PII listed. Section: 

Required to identify traveler, approver, accounting information and audit trail at the document level. 

• Click Next  

7. The last section is optional – click Submit when you are done  

8. The DMDCRS team may be in contact via email, but requests are usually completed within a 2-week 
timeframe.  

PII data request is needed due to the MyTravel sunset. 

Required to identify traveler, approver, accounting information and audit trail at 
the document level. 

https://www.defensetravel.dod.mil/index.cfm
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Viewing Requests and Data Requested  
The My Requests section on the DMDCRS website gives you access to all your requests; open, closed or 
cancelled.  

Type Description  

Open Requests Requests you’ve submitted but are not complete or still pending resolution  

Closed Requests  Requests that are complete or resolved. You can access requested data  

Cancelled Requests  Requests you submitted but cancelled (i.e. incorrect data request, documents 
no longer needed) 

 

https://www.defensetravel.dod.mil/index.cfm
https://dmdcrs.dmdc.osd.mil/dmdcrs/public/
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