Instructions for Searching Agency Ship-to-Addresses

1. Log onto www.dgs.pa.gov

2. Select BUSINESSES. Hover over MATERIALS AND SERVICES PROCUREMENT
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3. The Materials & Services Procurement page displays, scroll down
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4. Select the PROCUREMENT RESOURCES link
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Instructions for Searching Agency Ship-to-Addresses

5. The Procurement Resources page displays; scroll down and select the AGENCY DASHBOARD link
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6. The Agency Dashboard page displays; scroll down to the SRM RELATED DOCUMENTS section and
select the Agency Ship-to-Address List link.

% Department of General Services Q =

Below you will find various Forms and Cuides to assist you in your daily work functions.

SRM RELATED DOCUMENTS

Ship to Address Change Form

Instructions to Request New and Jor Change Existing Ship to Addresses

Instructions for searching Agency Ship to Addresses

1 Agency Ship To Address List I

Agency Plant List

Checklist For Assigning PCGroups

List of Suppliers Enabled with SRM Functionality

Written Signature Requirements
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Instructions for Searching Agency Ship-to-Addresses

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.

- = a
L U B C D 3 F G H | J K[
1y ADDRNUMBER !auunme NAME €O STREET cmvL POST CODEL  REGION COUNTRY TEL NUMBER FAX_NUMBER
2y 173157 [200- &1 DUIWCHEALTHCARE 11715 CameronStRm310  Harrisburg 171042501  PA  US N7-TN1812 TTIITITITE
3 173158 1200 DL PACL BEDFORD CO ONECORPORATEDR,STE103  BEDFORD 155227983  PA  US  8l4623-6107 814-623.5598
i 1731598 1200 DLI PACL Somerset Co 6022 Glades Pike, Suite 100 Somerset 1S501PA  US  814-M5-4161 814-445-2913
5: 1721600200- L& DLIDEP SEC-COMP 651 Boas Street Rm 1700 Harrisburg TRIPA WS 717-787-5082 7T TTITIT
by 1731610200 L&  DLIWC-DIR'S OFF 11715 CameronStRm34  Harrisburg 171042501  PA  US 77-783-5421 TTTTTITIT
78 1?3132}200-L&| DLI WC-HEALTHCARE 11715 Cameron StRM310  Harrisburg 171042501  PA  US N7T82 TITITIT
81 173183 4200- 181 DLIWC-CLAIMS MGT 11715CameronStRm 103~ Harrisburg 171042501  PA  US NT-T0621 TITTTITITI
gl 1731844200-L&  DLIWC-ADMIN SUPRT 11715 Cameron StRm 324 Harrisburg 171042501  PA  US 7177835420 TTIITITIT
100 1731850200- L& DLIWC-DATASYS 11715Cameron StRm 103 Harrisburg 171042501  PA  US 77-783-474 TTTTTITITI

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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@ % Delete ~ e,
e BIU-[Z-[&-L4-|SS=E=E-|5-% % Fcoor:nd;;:;l- e St;i- Eifomat= | @ Fiteh Sect- : o
Clipboard Font [P} Alignment [F} Mumber [ Styles Cells Editi'lg ¥ deas -
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K28 w7 F 7
- - -
A B T 1 D L - F G | ) K[~

1 ADDRENUMBER BUILDING NAME_CO ISTREEI' ICIT\"l POST_CODEL REGION COUNTRY TEL_NUMBER FAX_NUMBER
2 173157 1200 - L&I DLI'WC-HEALTHCARE 1 1171 5 Cameron St Rm 310 IHarrisburg 17104-2501 PA us 717-772-1912 FTT IR IIIT
3 173158 1200 DLI PACL BEDFORD CO 1 ONE CORPORATE DR, STE 103 IgEDFORD 15522-7983 PA us 814-623-6107 814-623-3598
4 173159 1200 DLI PACL Somerset Co 16022 Glades Pike, Suite 100 Isomerset 15501 PA us 814-445-4161  814-445-3913
£ 173160 1200 - L&I DLI DEP SEC-COMP 1651 Boas Street Rm 1700 MHarrisburg 17121 PA us 717-787-5082 7T7 77T TII7
6 173161 1200 - L&I DLI'WC-DIR'S OFF 11171 5 Cameron 5t Rm 324 IHarrisburg  17104-2501 PA us 717-783-5421 7777777777
7 173182 1200 - L&I DL 'WC-HEALTHCARE § 1171 5 Cameron 5t Rm 310 IHarrisburg  17104-2501 PA us T17-772-1912  7T7 TV TIIT
8 173183 1200- L&I DL WC-CLAIMS MGT § 11715 Cameron St Rm 109 pHarrisburg  17104-2501 PA us 717-772-0621 7777V TIIT
9 173184 1200 - L&I DL 'WC-ADMIN SUPRT 1 11715 Cameron St Rm 324 |Harri5burg 17104-2501 PA us 717-783-5421 7777777777
10 173185 1200 - L&I DLI'WC-DATA SYS El?l 5 Cameron 5t Rm 103 lHarriEburg 17104-2501 PA us 717-783-4474 FTTTITTITT
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Instructions for Searching Agency Ship-to-Addresses

AutoSave adrc_shipto - Read-Only - Excel
Fle ~ Home Insert  Pagelayout  Formulas  Data  Review  View  Help O Search 1% Share 1 Comments
ﬁj b | [cativi Sl -l A A 28 Wrap Text General - = % Fj =B =2 0= 2= A © Q? /O g
paste B U &9 A- wgedCanter < | § <% 9 | 8 8 ;i;:ﬁ:«n;‘v Formt s s;\i”;v et Delete Format | g;ttvaf;r‘ﬁ -\dei .
Clipboard & Fant = Alignment B Number = Styles Cells Editing £ Find
b1 - £ | sTREET LL“[ o M S
A s c 5 c . - " ‘ 5 GoTo.| Searchiortex
1 |ADDRNUMBER  BUILDING NAME_CO STREET cITvL POST_CODEL REGION COUNTRY TEL BER  FA) Go To Special...
2 173157 1200 - L&1 DLI WC-HEALTHCARE 1171 S Cameron St Rm 310 Harrisburg 17104-2501  PA us fr72-1912 773
3 173158 1200 DLI PACL BEDFORD CO ONE CORPORATE DR, STE 102 BEDFORD 15522-7983  PA 814-623-6107 814 Formulas
4 173159 1200 DLI PACL Somerset Co 6022 Glades Pike, Suite 100 Somerset 15501 PA 814-4454161 814 Notes
5 173160 1200 - L& DLI DEP SEC-COMP 651 Boas Street Rm 1700 Harrisburg 17121 PA 717-787-5082 777 Condtions! Formatting
6 173161 1200 - L& DLI WC-DIR'S OFF 1171 § Cameron St Rm 324 Harrisburg 17104-2501 P, us 717-783-5421 777 =
7 173182 1200 - L&1 DLI WC-HEALTHCARE 1171 S Cameron St Rm 310 Harrisburg 171042501 us 717-772-1912 777 Constants
8 173183 1200 - L& DLI WC-CLAIMS MGT 1171 S Cameron St Rm 103 Harrisburg us 717-772-0621 777 Data Validation
9 173184 1200 - L& DLI WC-ADMIN SUPRT 1171 S.CaME Fr ol Replace % | us 717-783-5421 777
10 173185 1200 - L& DLI WC-DATA 5Y5 11715 Came { us 717-783-447a 777 [+ Select Objects
1 173186 1200 - L& DLI WC-SELF-INSUR 11715Camé Find  Replace | us 717-783-4476 777 (5] Selection Pane..
12 173187 1200 - L&1 DLI WC-HEALTH&SAFE LUTISCAME o sss wainatstrect =1 | | us TIT-TI2-1917  TTFswrswrs
13 173188 1200 DLI WC-ADJUDICATION 1010 North | { us 717-783-4151  717-425-7592
14 173189 1200 DLI-WCOA 13014 North L us 570-459-3840  570-459-3856
15 173180 1200 - L& DLI WC-UNIONTOWN 108 N Beesc options »» | | us 724-439-7420  724-439-2393
16 173191 1200 - L& DLI WC-WASHINGTON 90 W Chestr A | us 724-223-4595 7777777777
17 173192 1200- L& DLI SWIF-HBG DO 1171 S Cameé Fnsan [ CEnanen | close | b us 717-787-3848 7777777777
18 173193 1200 - L&1 DLI BDD-DIR'S OFF 11715 C: L s us 717-783-3620 7777777777
19 173184 1200 - L&1 DLI BDD-HARRISBURG 1171 S Cameron StRm Harrisburg 17104 PA us 717-783-3620 7777777777
20 173185 1200 - L&I DLI UCTS FAS-UNIONTOWN 140 N Beeson Ave S Uniontown 15401-2937  PA us 724-439-7230 7777777777
21 173196 1200 DLI UCTS FAS-Harrisburg RO 651 Boas Street, Harrisburg 17121 PA us 717-787-5795  717-772-0673
22 173197 1200 DLI UCTS FAS-Harrisburg East  [651 Boas St Harrisburg 17121 PA us 717-214-2991  717-772-0673
23 173198 1200 DLI UCTS FAS-York 841 Vi ng Road Main Entrance York 17404-1397  PA us 717-767-7620  717-767-7631
24 173199 1200 DLI UCTS FAS-Harrisburg West s Street, Rm 700 Harrisburg 17121 PA us 717-787-5939  717-772-0673
25 173200 1200 - L&1 DLI DEP SEC-ADMIN A1 Boas street Rm 1700 Harrisburg 17121 PA us 717-787-8667 7777777777 =
(C] : d
Ready Count: 6225 B - 1 + 100%

3. Select the FIND icon from the top menu bar.

4.
address.

In the “FIND WHAT?” field, type a street address and select the FIND ALL button to locate delivery

Find

Find what:

Feplace

555 Walnut Street

1 Find Al

! Find Mext

]

s

Options ==

Close
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Instructions for Searching Agency Ship-to-Addresses

5. The searched address result displays within the FIND and Replace box and highlights the first
address within the excel spreadsheet.

1048
1049
1050
1051
1052
1053
1054
10535
1056
1057
1058
1058
1060
1061
1062
1063
1064
10635
1066
1067
1068
1068
1070
1071
1072

A B 3
174264 7389 PENNDOT [ Gettysburg DLCr
174265 7889 PENNDOT [ Lebanon DL Ctr
174266 7889 PENNDOT [ Reading DL Ctr
174267 7889 PENNDOT [ Dunmore DL Ctr
174268 7889 PENNDOT [ Montrose DL Ctr
174269 7889 PENNDOT [Hazelton DL Cir
174270 7889 PENNDOT [ Berwick DL Ctr
174271 7889 PENNDOT [ Lehighton DL Ctr
174272 7889 PENNDOT [ Wilkes Bar DL Ctr
174273 7889 PENNDOT [ Tunkhan DL Ctr
174274 7889 PENNDOT [ Lehigh Val DL Ctr
174275 7889 PENNDOT [Snydersv DL Ctr
174276 7889 PENNDOT [ Milford DL Ctr
174277 7889 PENNDOT [Hunt Valley DL Ctr
174278 7889 PENNDOT [ Dublin DI Ctr
174279 7889 PENNDOT [ Norristown DL Ctr
174280 7889 PENNDOT [ Malvern DL Ctr
174281 7889 PA Dept of Trans Drivers Lic
174282 7889 PENNDOT [ Bensalem DL Ctr
174283 7889 PENNDOT [ Center City DL Ctr
174284 7889 PENNDOT [ Mayfair DL Ctr
174285 7889 PENNDOT [ Lawndeale DI Ctr
174286 7889 PENNDOT [ Island Ave DL Ctr
174287 7889 PENNDOT [ Calumbus Blv DL Ctr
174288 1000 PA Dept of Aging

adM\shipto @®

D E F
Find and Replace ? X [201PA
o4z PA
Find  Replace #3607 PA
8512 PA
Find what: 555 Walnut Street v
8801 PA
2 PA
Options >> | 3603 PA
236 PA
Find All Find Next Close |8 PA
- O s e s wm owm e omm o owm owm omm omm owm s omm 8657 PA
1 Book Sheet Name  Cell Value ~ B103 PA
adre_shipto.xds  adre_shipto SDS1072 555 Walnut Street, 5th FI Forum Plac 360 PA
L adre_shipto.xls  adre_shipto $DS1125 555 Walnut Street 5th Floor Forum Pl ll 337 PA
[ adrc_shiptoxds  adre_shipto 5DS1153 555 Walnut Street, 9th FI Forum Place 1 boos PA
adre_shipto.xls  adre_shipto SDS1154 555 Walnut Street, 8th FI Forum Plac
| 917 PA
adrc_shiptoxls  adrc_shipto 5D51589 535 Walnut Street, 8th Fl Forum Place 1
adre_shiptoxls  adre_shipta 5051593 555 Walnut Street, Bth FI Forum Plac
1 1 pa0l PA
[ adre_shiptoxls  adre_shipto SDS1776 555 Walnut Street, 7th Fl, Forum Pla _ B355 PA
e| adrc_shiptoxls  adre_shipto 5DS1788 555 Walnut Street, 7th I, Forum Pla ™ B0G3 PA
adre_shipto.xls  adre_shipto $DS2116 555 Walnut Street - 7th Floor Forum J D9 PA
R IR L L Pl T s Tl UYL O PO
< > plO7 PA
36 cellfs) found 135 PA
919 B Levick Street - Door 9198 Philadelphia 19111 PA
23201sland Avenue Philadelphia 19142 PA
1530 S Columbus Blvd Philadelphia 19147 PA
555 Walnut Street, 5th Fl Forum Place |Harrisburg

4

17101-1519  PA

us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us
us

|
717-334-7739
717-228-0299
610-775-4130
570-963-4243
5370-278-1218
570-459-3918
370-752-5601
370-386-4354
570-826-2050
5370-836-5120
610-264-3242
570-992-3629
5370-296-9648
215-355-5802
215-249-1412
610-275-6114
610-640-2935
610-579-9481
215-953-7311
215-560-2406
215-333-4871
215-744-2555
215-937-1355
215-952-1012
717-772-2529

1 K
717-334-1055
717-272-2406
610-775-4140
570-963-4242
570-278-2313
570-459-3919
5370-752-6019
5370-386-3196
570-826-2083
5370-836-5120
610-264-3683
5370-992-4518
5370-296-9647
215-355-6032
215-249-1417
610-270-1769
610-640-2936
610-566-0781
215-953-7354
215-560-2399
215-333-4844
215-744-3208
215-937-1447
215-952-1013
717-783-6842

L

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
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