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Setting up User Attributes (Change Attributes)

Note: This procedure is mandatory. Only Requisitioner’s are required to set up their User Attributes in
Change Attributes. This procedure is not necessary for Purchasers and Approvers.

Setting up Change Attributes is only required once

1. Loginto SRM by selecting your ESS/SRM icon on your desktop or by opening Internet Explorer and
enter www.myworkplace.state.pa.us in the address field and select Go

[ File Edit View Favorites Tools Help

2. Select Change Attributes from My Settings

Employee Self Service SRM

SRM

My Settings

Reports

Dizplay SRM Documents
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Pcard Requisitioner
Receiver
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Workload Redistribution
Business Partner

RFx and Auction

- Services

Maintain Users Own Data
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http://www.myworkplace.state.pa.us/
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3. When the Display Documents screen displays, select the EDIT button

Display Document:
=]
Employee ID 703233 Mame Cynthia Anderson

W Personal Data
Form of Address:

First Name: |Cynthia

Academic Title:

Last Mame:  Anderson

- Position User Account

Organizational Assignment

Position:

Functional Assignment
Department Head Of:
Purchasing Group:

Department Address
Street/ House Number:

Postal Code/ City:

Country:

Department: | GSPRT140 00157140; GS Strige Spt Aud Div

08540 50266525; Admv Ofr 2

DGS P-Grp 50008932 ; DGS Central Purchase Purchasing Group

515 North Office B
17125  Harrisburg
us

Department Address Details
Building:
Floor/ Room Number:
Inhouse Mail:
Communication Type:
Phone Number/ Extension:
Fax Number / Extension

E-Mail: |CYANDERSON@PALCL

Attributes for Position Admv Ofr 2

Attribute: -

4. The Position tab correctly displays the user’s Human Resource Office address and does not need to be
changed. The email address is similar to your email address except that it has PA.LCL, this is for SRM
workflow purposes.
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5. Attributes must be maintained. To do so, select the dropdown menu in the Attributes field as shown
below
a. First time users or those who did not change attributes when first logging into SRM, must set
attributes to ensure proper approval routing, sourcing, and deliveries
b. There are two (2) mandatory attributes that a requisitioner must set prior to creating their first

Shopping Cart:
i. Plant
ii. Delivery Address

W Personal Data
Form of Address:

First Mame: |Cynthia

 penson |

Academic Title:

Last Name: |Anderson

User Account

Organizational Assignment

Department:

Position:

Functional Assignment

Department Head Of:

Purchasing Group:

Department Address

Street! House Number:
Postal Code/ City:

Country:

GSPRT140
08840

00157140, GS Strige Spt Aud Div
50266525, Admv Ofr 2

DGS P-Grp 50008932 ; OGS Central Purchase Purchasing Group

515 North Office B
17125 | |Harrisburg
us

Attributes for Position Admv Ofr 2

Attribute: || |-
Account assignment category*® -
Attachment
Cost Center

Default printer™
[ostcery sgoress ]
Flag: Forward Work ftem®
Fund*

Grant

Local Currency*
( =

Department Address Details
udng: [
Floor/ Room Number: [ [ |
Inhouse Mail: I:l
Communication Type: I:l

Phone Number/ Extension:
Fax Number / Extension:

E-Mail: |CYANDERSON@PA.LCL
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c. If the mandatory Plant attribute is not set, the Requisitioner’s Shopping Cart line items to be
sourced will workflow to DGS Central instead of the Agency
i. The system-defaulted Plant for all Requisitioner’s is DGS Central
d. If the mandatory Delivery Address attribute is not set, the Requisitioner’s orders will be
delivered to the Dept. of Revenue instead of the Agency
i. The system-defaulted Delivery Address for all Requisitioner’s is Dept. of Revenue,
Bureau of Audits, 10" Floor Strawberry Square
6. From the Attribute dropdown menu, select Plant (Remember Plant = Location)

Attribute: | Plant |-
Account assignment category® -
Attachment [

Cost Center

Default printer®

Delivery address

Flag: Forward Work tem®

Fund

Grant

Local Currency™®

Plant* -

7. Select R3 Backend from the dropdown menu for System

Attributes for Position Admv Ofr 3

Aftribute: | Plant® | Logical system: il

PPZ Client SUS

Standard Excluded Chanseat! o3 Backend: Lod

8. When selecting the Plant attribute, a list of values will display for your Agency
a. Select the STANDARD radio button beside your Plant (Location). Do not select the ADD NEW
LINE button.

[Attributes for Position Admv Ofr 3
Attribute: |Plant* | Logical system: |R3 Backend® - Remove
Standard Excluded Changeable Plant Logical system Company Code Description BusinessPartner
§ O O 1500 PC1CLNT110 COPA DGS 300438
i O (| 1502 PC1CLNT110 COPA DGS Administration 300440
O O | 1504 PC1CLNT110 COPA DGS Bureau of Procurement 301375
- O O 1501 PC1CLNT110 COPA DGS Property Management 300439
O (| 1503 PC1CLNT110 COPA DGS Public Works 300441




Rev. March 2014

9. Select the SAVE button at the top of the screen, located in the left hand corner. Message will display
showing the user data was changed.

Edit Document:
Save | | Read Dnr'_.r| | | Check|

Employee ID 255041 Hame

Data for user Galvez changed

10. Return to the Attribute dropdown menu and select Delivery Address (Delivery Address = Ship to
Address)

Attribute: | Plant
Account assignment category® | & |
3 Attachment N
Cost Center

1

Default printer*
Delivery address

Flag: Forward Work tem*
Fund

Grant

Local Currency®

Plant* E

—

11. The following screen appears. Select the ADD NEW LINE button.

Attributes for Position Admv Ofr 3

Attribute: | Delivery address v| Display Def
Standard Deactivate Value Deszcr
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12. In the Value field, a 6-7 digit number associated with your delivery address must be entered. The 6 or
7 digit number can be found on the DGS website. See instructions for locating the Agency Ship to
Address List below.

Attributes for Position Admv Ofr 3

Aftribute: |Delivery address | [Add Line | | Remove | Display Defaut
Standard Deactivate Value Description Value Changeable
: ]
a. Logon to DGS website www.dgs.state.pa.us/procurement
b. On left navigation menu, scroll to the bottom and select Log In.
c. Left navigation, select Doing Business with the Commonwealth
d. Scroll down, select Procurement
e. Scroll down, select Agency Dashboard
f. Scroll down, select Resource Toolbox
g. Locate under SRM Related Documents and select Agency Ship to Address List and open.

i. A spreadsheet will open containing the 6 or 7 digit numbers in Column A. Search the list
and locate desired delivery addresses. After noting your Delivery Address number, log
off the website.

1546104 2500 SCLPittsburah 3001 Beaver Avenue Parole Office

15512?3@ 1500 DGS Bureau of Procurement 555 Walnut Street 6th floor

1551274 2135 Child Development & Early Learning 333 Market Street 6th Floor Harristown 11

1551275 1200 PAWIB 651 Boas Street, Room 514

1551276 6700 DOH-HIV-Wilkes-Barre Hlth Dept. 71 N Franklin Street Main Entrance

1551277 6700 DOH-HIV-Lebanon SHC 9 N Sth Street Main Entrance

1551278 3500 Department of Environmental Protection 208 Brandy Camp Circle Brandy Camp Treatment Plant

13. In SRM, set the default Delivery Address attribute by typing in the 6 or 7 digit number you located on
the spreadsheet into the Value field and select the STANDARD radio button

Attributes for Position Admv Ofr 3

Aftribute: |Delivery address ~| [ Add Line | [ Remove | Display Default
5 rd Deactivate Value Description Value Changeable
O |1 551273 I

14. Select the SAVE button at the top of the screen, located in the left hand corner.

Edit Document:

| Save || [ Read Only | | [ Check |

Employee ID 258041 Name



http://www.dgs.state.pa.us/procurement
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15. A message will display

Diata for user Galvez changed



