
Warehouse and Distribution Division

 Records Transfer Service
Instructions and Requirements
DGS Warehouse and Distribution Division will provide records transfers within a 100 mile radius of Harrisburg to the SRC as a for-fee service to our MOU customers (workload permitting). The fee is based on our cost to provide the service and fluctuates based on distance and number of pallets involved.
Please be sure to read “Completing the Request Form” below and if you have any questions about scheduling this service or have any problems with the forms, please contact one of our customer service folks at 717-525-5812.

Please familiarize yourself with all the requirements below, prior to submitting your request.
1. Scheduling
a. Record Center boxes should be palletized and made available at a Loading Dock. 
If your building does not have a loading dock, we may not be able to pick up your transfer. (Please call in advance of submitting your request so we can discuss your particular situation)
b. The agency should contact the warehouse at least 48 hours in advance of a transfer request.

c. The agency must complete the Request form and Submit it to GS, Whs&Dist (refer to item 4 “Completing the Request Form” below)
d. Pick-up of Transfers will be conducted Between 0830 and 1000 AM on the scheduled date

e. The W&DD Driver will call the agency contact prior to arrival at the pick up point 
2. Documentation

a. The agency should generate a request form for each pick-up location

b. The W&DD will provide a “Transfer Receipt” for each request, including:

· Pick-up location

· Delivery location

· Number of pallets

· Number of cartons

c. We recommend the agency record the Transfer Receipt # on each STD59 in the shipment

3. Shipment preparation

a. Standard GMC 40x48 pallets should be used

b. Maximum 40 record center cartons per skid
c. Record Center boxes should be palletized and made available at a Loading Dock. 
If your building does not have a loading dock, we may not be able to pick up your transfer. (Please call in advance of submitting your request so we can discuss your particular situation)
4. Completing the Request Form.

a. You must Enable Macros to use the request form. 
Instructions for enabling macros are available by double clicking the Word icon below:
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b. The most current request form can be found on our website @ Agency Warehousing & Distribution | Department of General Services | Commonwealth of Pennsylvania It is found near the bottom of the page under the section entitled “Forms”.

c. On opening the request form, read the instructions at the top of the form.

d. Complete all fields shaded in yellow.
e. Click the Submit button and your request will automatically be sent to our customer service department for scheduling.
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Open a blank Excel 2007 Workbook 

Click the circle in the top left

Then select Excel Options in the bottom right of that window
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Select the Security Tab at the top and


Click Macro Security at the bottom right
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When the Excel options window opens


Click Trust Center in the portal to the left


Then click Trust Center Settings on the right
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When the Trust center Window opens

Click Macro Settings in the portal to the left


Select the Disable all macros with notification radio button to the right and click OK










Click OK in the Excel Options window

You must now close Excel for the changes to take place


From now on, whenever you open a workbook with macros in it, you will be asked if you want to 


Enable Macros.









From now on, whenever you open a workbook with Macro’s, you will get a security warning:


You must click “options”…and select “Enable Content” and click OK in the window that opens.




CONTINUED












_1742989489.doc

_1742989584.doc
Open a blank Excel Workbook 

Click File menu option in the top left.

Then select Options in the bottom left of that panel.
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When the Settings window opens,

Select Trust Center from the Panel on the left 


Then Click Trust Center Settings on the Right
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When the trust Center window opens, 


Select Macro Settings in the panel on the left

Then click on the radio button beside Enable VBA Macros.


Click OK – Then click OK to close the settings window
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You can now close the blank excel workbook
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Open a blank Excel 97-2003 Workbook 

and select Tools>Options from the menu bar
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Select the Security Tab at the top and


Click Macro Security at the bottom right
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Select “Medium” and click OK.


You can now close Excel and will be prompted to “Enable Macro’s” each time a Workbook opens that contains a Macro.
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