Request New Ship To Addresses & Change Existing Addresses
Online form available on DGS Portal

1. Logonto www.dgs.state.pa.us

2. Select the Login
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Request New Ship To Addresses & Change Existing Addresses
Online form available on DGS Portal

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

The following documents are SEM related documents

Ship to Address Change Form

Request Mew Ship To Addresses on DGS Portal
Agency Ship To Address List

Agency Plant List

List of Suppliers accepting Auto PO

List of P-Card Enabled Suppliers

Shopping Cart Approval Thresholds by Business Area 1=

Fublic Bid Opening Policy

Written Signature Reguirements

Tips & Tricks - What to do if you are notified of a vendor being deleted & you have a PO with that vendor
SRM Commands & Buttons

Agency SRM Help
Phone: (717) 346-2676 (B77) 435-7363 {Outside of Harrisburg)
eMail: ra-srmhelp@state.pa.us  Submit a SEM Helpdesk Ticket

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.




Request New Ship To Addresses & Change Existing Addresses
Online form available on DGS Portal

7. Enter all mandatory fields indicated with an asterisk *:

Ship To Address Form Pordet

An asterisk to the right of the label for each data field (as &
shown to the right) indicates that the data requested is
required

Enter the Name of the Person Completing This Request®

Enter the Phone NHumber of the Person Completing This
Request*

Selact the Type of Change (A = Add, C = Change)* SELECT

If You Selected Address Change Enter Your Address Number
Building Code (4 Digit Plant #)*

c /o Agency /Division and Attention (example: Corrections -
Atin: Jane Smith)
(There is a 40 character limit on this field)}*

Floor or Room #, and Building (example: 6th Floor North
Office Building)
(There is a 20 character limit on this field)*

Ltheet
(There is a 40 character limit on this field)*

City*
Zip (example: 11111-2222)*

State* A

Country# s
Phone Number (example: 111-222-3333)*

Fax Mumber (example: 111-222-3333)*

Save My Records




Request New Ship To Addresses & Change Existing Addresses
Online form available on DGS Portal

= 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 #)

= ¢/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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The following documents are SREM related documents
Ship to Address Change Form

" Feguest Mew Ship To Addresses on DGES Portal
Agency Ship To Address List
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Request New Ship To Addresses & Change Existing Addresses
Online form available on DGS Portal

9. Open the Excel file to view the Agency Ship To Address List.

File Download

Do you want to open or save this file?

@ Mame: adrc_shipto.xls
[HL

Type: Microsoft OfFice Excel 97-2003 Worksheet, 1.23 MB

From: wwww.dgsweb, stake.pa.us

[ Open ] [ Save ] [ Cancel ]

Always azk before opening this tepe of file

harm wour cornputer. IF pou do not brugt the source, do not open ar

@ wehile filez from the Internet can be uzeful, zome files can potentially
zawe thiz file. What's the risk?

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

A B C D E F
Address number|Building Code clo Street City  Postal Code
1200 - L& DLl WC-HEALTHCARE 1171 S Cameron 5t Rm 310 Harrisburg 17104-2501
200 - L&l OLI PACL BEDFORD CO  One Corporate Dr Ste 103 Bedford 15522
200 - L&l OLI PACL SOMERSET CO 218 M Kimberly Ave Sted  Somerset  15501-1461
200 - L&l DLI DEP SEC-COMP 651 Boas Street Rm 1700 Harrisburg 17121
200 - L&l DLI WC-DIR'S OFF 1171 S Cameron St Rm 324 Harrishurg  17104-2501

1
1
1
1

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.

A B B D E C
Address number Building Code clo Street 1 City Postal Code
173157 1200 - L&l DLI WC-HEALTHCARE  |1171 S Cameron St Rm 310 |Harrisburg 17104-2501
173158 1200 - L&l OLI PACL BEDFORD CO  |One Corporate Dr Ste 103 |Bedford 15522
173159 1200 - L&l DLI PACL SOMERSET CO{218 N Kimberly Ave Ste 4 |Somerset  15501-1461
173160 1200 - L&l DLI DEF SEC-COMP 651 Boas Street Rm 1700 |Harrisburg 17121
173167 1200 - L&l DLIWC-DIR'S OFF 1171 S Cameron St Rm 324 |Hamshurg 17104-2501




Request New Ship To Addresses & Change Existing Addresses
Online form available on DGS Portal

12. In the Find what: field type a Street address and select the Find All button to locate delivery
address.

Find and Replace

Find | Replace

Find what: |55 Walnut

Frdall | | FndMext | | Close

Marmne
_ _Lla_ : 555 Walnuk St gth Fl
sta,xls  ADRC_Shipkoll_13_09 $041076 555 Walnut Street Farurr

sta.xls  ANDRC Shinkall 13 N9 1132 555 Walnit Street Sth ELCY
4 | >

21 cellis) found

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

A B L D
2390173414 1200 - L&l DLI BEVS-HARRISBURG 555 Walnut St 8th FI

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.



