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1. Log onto www.dgs.state.pa.us 
 
2. Select the Log in 
 

 
 

3. Select Procurement 
 

 
 

4. Select Agency Dashboard 
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5. Select Resource Toolbox  
 

 
 

6. The “Ship to Address Change Form” is located under the SRM Related Documents: 
 

 
 

Helpful Hint:  If you are a repeat customer and are comfortable with the form, proceed to the “Ship To 
Address Change Form” located directly under Resource Toolbox. 
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7. Enter all mandatory fields indicated with an asterisk *: 
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 Name of the Person Completing Request (new or change) 
 Phone Number of Requestor 
 Type of change:  A for Add, C for Change 
 Address Number:  Enter 6, 7, or 8 digit number for Changes 
 Building Code (4 digit Plant #) 
 c/o Agency/Division and Attention Information 
 Floor or Room #, and Building 
 Street 
 City 
 Zip Code (ex. xxxxx-xxxx) 
 State (ex. PA) 
 Country (ex. US) 
 Telephone (ex. xxx-xxx-xxxx) 
 Fax (ex. xxx-xxx-xxxx) 

 
o For C = Change requests an existing address number must be included with the request.  

Prior to initiating the change form, locate the address number in the “Agency Ship To 
Address List” located under the Resource Toolbox.  This address list is an excel 
spreadsheet containing the 6, 7, or 8 digit numbers in Column A. Search the list to locate 
desired delivery address. After noting your Delivery Address number, proceed with the 
change form. 

 
8. Select the Resource Toolbox and the Agency Ship To Address List. 
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9. Open the Excel file to view the Agency Ship To Address List. 
 

 
 

10. The Agency Ship to Address List is displayed.  Column A consists of 6, 7, or 8 digit address numbers. 
 

 
 

11. To locate a desired delivery address and address number, select anyone of the columns for 
example the Street column and do a Find to search for desired delivery address. 
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12. In the Find what: field type a Street address and select the Find All button to locate delivery 
address. 

 

 
 

13. Note your Delivery Address number and proceed with the change form. 
 

 
 

The Department of General Services reviews the requests to ensure there is no duplication in data and 
that changes are not conflicting with previous change request.     
 
Address data is updated in the SRM system on a weekly basis only.  The once a week update is required 
because the Commonwealth of Pennsylvania transmits purchase orders electronically (via XML) with 
certain suppliers (i.e., Dell, Grainger, & Wesco) and the suppliers must remain synchronized with the 
Commonwealth’s address numbers. 
 
If there is a need to add or update a significant number of addresses (high volume) at the same time 
due to office relocations, please submit a remedy ticket and classify the category as SAP-Procurement 
and IES will get it directly.  The IES Department will coordinate with your agency to load the addresses 
directly once the ticket is received. 


