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1. Log onto www.dgs.pa.gov    

  

2. Select BUSINESSES. Hover over MATERIALS AND SERVICES PROCUREMENT  

 
  

  

3. The Materials & Services Procurement page displays, scroll down   

 

 
  

  

  

  

  

  

      
  

4.   Select the PROCUREMENT RESOURCES link     
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5. The Procurement Resources page displays; scroll down and select the AGENCY DASHBOARD link  

  

 
   

6. The Agency Dashboard page displays; scroll down to the SRM RELATED DOCUMENTS section and 

select the Agency Ship-to-Address List link.  
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1. The Agency Ship to Address List is displayed in Excel format.  Column A displays a 6-8-digit 
address number, which represents the ship-to-address id number the system assigns when adding a 
delivery address. 
 

 

2. To search by an address number (shown in column A) or search for a delivery address, highlight any 
one of the columns shown on the excel spreadsheet.   

a. For example, to search by street name, select to highlight Column D for Street and click to 
expand the Find & Select feature within the toolbar. 
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3. Select the FIND icon from the top menu bar.  
 

4. In the “FIND WHAT” field, type a street address and select the FIND ALL button to locate delivery 
address. 
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5. The searched address result displays within the FIND and Replace box and highlights the first 
address within the excel spreadsheet. 
   

 
 
6. Within Column A, notate your Delivery Address Number and proceed in the completion of the Ship-

to-Address Change form located within the Agency Dashboard. 
 
 

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., HP Inc. – IT Hardware Purchase, CDW-G or Unisys) and the suppliers must remain 

synchronized with the Commonwealth’s address numbers. Please allow at least five business days from 

the submission of the Ship-to-Address form for processing. 

 

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. 

 

END 

 


