Department of General
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Request to Advertise Instructions



Registration Process



 Current STD-179 users
must register to use the
new “Request to
Advertise” Form.

« Go to our website at

http://www.dgsweb.state.pa.

us/RTA/Default.aspx
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Thus Iogin 15 for the registared state employzes only [fyou are a regstered state employee, pleass logim here. I you are a state
amployee and not rapistered vet, pleass click "MNet Reglatered™ to get registered.

1st time users, select not-\ Logh

registered, complete
information and submit.
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Regster New User

General Information

Tzer ID: i

Password: *

R T et i Create your own User ID & Password,

First IMatne: *

Last Natme: * Most agencies should pick Procurement for

i ' Department because the others are for other
Email:
areas of DGS
Confirm Email:
AgencyBusimess Mame;
Complete all information and submit.
Department:
[ Submit ” Cancel ]
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Regster New User
General Information
Tzer T \susanplecker *
Pazsword: *""*""*'* *
Clomfirn Passurord es— « You_ \_Nlll _recel_ve an a_ppr_ov_al
. - ! notification via e-mail within
First Iame: Susan * . ..
= : 1 — 2 business days after your initial
Last Mame: |Plecker * . . . .
£ ! registration submission.
Email: splecken@state.paus  *
Confirm Email: \splecken@state.pa.us *
Agency/Business MName: :DGS *
Departrnent: Pracurement v
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Frim: c-tdighe@state.pa.us Sent: Thu 3/22/2007 10:34 AM
To: splecker@state.pa.us
(4

Subjeck:  Your request for access to advertise is approved

Please click here to login,

You will receive an e-mail with the subject stating “Your request to
access to advertise is approved”

You can now log in and use the online Request to Advertise Form”.
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Creating an Advertisement
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Search Solicitations
All suppliers wishing to do business with the Commonwealth must register at @ www. pasupplierportal state pa.us.

Enter Search Criteria

Solicitationd : . Agency: | i:] k
Solicitation Title or Description _ County | -|_‘: [ Statewide [ Multiple
Soalicitation Type: [—l:i

Advertisermnent Type: 2 Service O Materials O Service & Materials O PWY Canstruction O Agency Canstruction O Real Estate & All
Bid Open Date(mm/ddiyy): j | 9

Search || Log In Cancel

Search Result I‘TE'IF‘:: Hover vom mouse over the Descrnption text to get more details.

Select Log In.
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fddress :EI http: f fvnens, dgsweb, stake, pa,us R Ta Defaulk, aspsx !VE = Go Lirks 'ﬁ =

pennsylvania g

Thiz login 1 for
Registered Pennsvlvania State Fmplovees only.
It wou are a
Registered Pennsvlvania State Fmplovee,
please login,

Itvou are a
Pennsvlvania State Emplovee

and not remstered yet, please click "Eemster Here"

Logln _
UserD: [ | Enter User ID &
Pazsword:
o Password
Register Here X
@ Done ﬂ Internet
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Search Solicitations

All suppliers wishing to do business with the Commornwealth must register at @ v pasupplierportal. state. pa.us.

Enter Search Criteria

Solicitationd : | Agency: | |:|
Solicitation Title or Description County l I_:J [ Statewide [ hultiple
Solicitation Type: [—_':5

Advertisement Type: O Serice O Materials O Service & Materials O P Construction © Agency Construction O Real Estate & Al
Bid Open Date(mmiddfyy): j | £

[ Search ]

Mew Solicitation ” Cancel ]

Mao. of records per page: H_D- \Ej k

Search Result INEW: Hover yom mouse over the Description text to get more

Select “New Solicitation” button to create new advertisement.

€] Done 8 Internet
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YOUR ADVERTISEMENT INFORMATION
(Use "sentence case” when entering data)
elect Type of
General Infor mation Solicitation
*= Required Input
Department for this Biikiamass
solicitation: =
Date Prapared I ﬁ Tipies ':'v- Select
(mmidding : . — Advertisement
Adverisement Typeg )t priee— itateriat— e SeTTiE A W EtETIEE L P Conshadien 7 Agency Caonstruction . Real Estate L_J All Type (NOte: PW
Solicitation/Project : 8 e L ?onDs(t;‘r;(:lo';_ls
’ L Title : I or ublic
Crescription : Flease supply a brief description of the materials orsenvices required. Specific data should be provided in the Solicitation Works ONLY)
document.
|
L Use same
T S(?I_lmtatlon Title
= utilized for SRM
Dapatmentifgancy : Aging | % = Dealivery Location: (|f app|icab|e)
. : 1 v Cruration :one or two sentence
County (if applicgble) : Jesirpting =
Contact Infor mation If you select the
First Hame : Last Hame: county located, you
FPhone Mumber: J= Et: Email : " cannOt_seIeCt .
) Statewide or Multiple
Bid Infor mation 1
- “iope - o v a4 - e - o ' a4 lv
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&1 Create New Request to Advertise - Microsoft Internet Explorer E]
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Address ‘@l htkp:ffassvintra/RTA)General aspx?Cpo=3 [V] G0 Lirks ‘@ v
Dezcription : Flease supply a brief description of the materials or services required. Specific data should be provided in the Solicitation [A]

document. *

The Dept of General Services is looking for Contractors for computer maintenance for approximatehy 200 staff.

The Solicitation

End Date

Oepartrment Infor mation should be
Depatment’gency : | General Senvices [v}( Celivery Location: Harrisburg before or the

| b auphin [v] Durstion < oo sent day of the bid

. . ) uration :fone or b sentence .
County (if applicablel : description) 2 years " opening date.
Contact Infor mation
First Mame : Suzan i Last Mame: Fledier -
Phone Mumber : FAT-346-2678 T Eut: Email : spledcker@state.pa.us =
Bid Infor mation
Solicitation Start Date Solicitation End [rate - .
. 0822107 == b 0822007 - 4 If the bid is only
Bid Opening Date ﬁ Bid Opening Time thh:mm 1230 P I available in SRM!
mmiddiy narzzmy i AP : “
( ) ) select the “Check
Bid Opening Location : | 555 Walnut Street, Gth Floor, Harmisburg P 17104 here if this
(Limit of 150 characters) SOIiCitation is in
Ma. of Flyes: -

DEhedcifthere iz a Fre-proposal Conference i# of bid'!I:rersinnSJ SRM” =

Chedk here if this Solicitation isin SR

Select Create

Amended Date: MNone
Solicitation
[ Create Solicitation ]
w
&) Done %J Local intranet
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Address ‘@ http: f fassvintra/R T &) General, aspxCpg=3 Go | Links @ =
. . [ Mk i = Curatian xfone ar tue sentence T '
County (if applicable) : N - description) 2 years
First Mame : |Susan }* Last Mame: |F'Ied<er }* IF BID IS NOT
Phone Number: \717-346-2678 = | Email : splecker@state pa.us - AVAILABLE IN
SRM
Salicitation Start D ate Solicitation End [rate
0E/22/07 092207 —

(mmddding) : | s i (mmiddiyy) | ' = Do not select

. . . . . . I1] H
Bid Dpenln;-; [ate ||:|g.n‘22.n1:|? }( d Bid Dper_nng Time thh:mm |1:3|:| Fhd Check here if
(mméddh) AT this Solicitation
Bid Opening Location : 555 Walnut Street, Gth Flaar, Harrisburg P& 17101 ici
(Limit of 150 characters) Is n SRM

Amended [rate:

|:| Ched if there iz a Pre-proposal Conference

D Check here if this Solicitation isin SR

Uplaad POF, Microsoft Excel, and Microsoft Ward files types hera.

Large files will take a long time to upload, click the submit only once and wait.

(# of bid wersions) I:I

Maone

|[ Browse... Upload File

Delete Selected Files

fou must Create a Solicitation befare attaching files. ) Solicitation

Select “Create

Cancel |/

[ Create Solicitatik |
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Address IE httpf fgsswvintra/R TA/General, aspx P pg=3

Solicitation Start Date

==

T [ef2e
Bid Cpening Date 5 L
(mrm/ddfyy) : (BT =

Bid Opening Location:
(Lirnit 150 characters)

[] Is there a Pre-proposal Conference?

[ Cancel solicitation

[ Check here if this Solicitation is in SR
Armended Date;

Upload
Upload POF, Microsoft Excel, and Microsoft Word files types here.

Large files will take a long time to upload, click the Upload File button or Sawe Solicitation button only once and

=alicitation End Date
(rarmfdddfyy):

Bid Opening Time (hh:mm
AMPM)

f_uemzfm

1:30 PM

Mo. of Flyers:  (#of bid

wersions)

L] Stayed

Maone

No files are attached to this Solicitation.

If you wish to
upload your
bidding

— documents,
select browse

[ Cancel Changes

]

[

Return To Search

]

[ Save Solicitation
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Choose file

| E e

Upload POF, Microsoft Excel, and Microsoft Word files types here.
Large files will take = long ti me to upload, click the Upload File button or Sawe Solicitation button only once and wait.

Upload File

| Browse..

Laok ir: I [ Desktop _:i & & of B
. ig_"My Docurents
;3 -j My Computer
My Recent My Mebwork Places
Documents B3 Mew Falder
IFT'- @.ﬁ.ccnmphshments For Mext Quarter.doc
- e %ﬁiDDDDMB‘ESE ]:dl:
Desktop ECOSTARS Interne®rasting T
53 gepurss, pdf
‘J 52 Internet Tab Shests
Mo D ; ﬁMIS Service Request
¥ EOEHIMES mm ) peocurement Floar Plan SYSTEMS LISE OMLY . pdf
i 5% Procurement Wehsits on 'Gssvhorme' (1) 1
%! @reque5ttuadvertiseinstructinns.|:||:|t
Sy EaapLter ERTA Schedule.xls
520 Shorkout bo MY STIUFF
=
@ G 2]
bedye Metwark: File name: IBiu:I £10000071 242548, pdf ;i
Flaces
Files of type: &l Files [ LCancel
vp | &1 Files 7] =l ,!.f
Upload

No files are attached to this Solicitation.

09/02/07

1:30 PM

l

Cancel Changes

Feturn To Search

[

Save Solicitation

Locate file
in your
computer
and select
Open

"3 Local intranet
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File Edit ‘iew Favorites Tools  Help

@Back il > |ﬂ @ : ;j /:\J Seatch ‘E’j:(’ Favarites ﬁ‘j [__:v :; %) _J ﬁ
address \@’1 http:/fgssvintra/RTAIGener alEdit, aspx?SID=6100000454545 M Go | Links ‘@ M

Eut: 2y

Bid Information

Solicitation Start Date N Solicitation End Date ,
mmiddryy): 08/22/07 | anmiddivy) 09/02/07 =
Bid Opening Date L, Bid Opening Time (hhimm [ L
(mmdddiyy) 02/02107 ﬁ AP 1:30 PM

Bid Opening Lacation:
(Lirnit 150 characters)

[] Is there a Pre-proposal Conference? Mo. of Flyers: (#of bid

wersions)
[] Cancel solicitation [ Stayed
[] Check here if this Solicitation is in SRM
Arnended Date: Mone
Upload
Upload POF, Microsoft Excel, and Microsoft Word files types here. /Select

Large files will take a long time to upload, click the Upload File button or Sawe Salicitation button only once and wait.

C:hDocuments and Settings'splecketDesktop'\Bid 61000001248 |_Browse... Upload Fil Upload Flle

A

No files are attached to this Solicitation.

’ Cancel Changes ]

[ Return To Search ]

[ Save Solicitation ] M

‘-ﬂ Local intranek
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€] Edit Request to Advertise - Microsoft Internet Explorer E]
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File  Edit ‘iew Favorites Tools  Help

. r == n — n o L f— |
@Back - & iﬂ @ () | J Search S ¢ Favorites &£} | (=~ B - _l ﬁ

Address E__fag__j__h;_EL{;E§§_yintra;RTn;GeneralEdit.aspx?510=51_nnnnn4a§§§_a_ '15 Go ks &~
(Lirnit 150 characters) _ | [ |
[] Iz there a Pre-proposal Conference? rec;éi?jfnigyers: b Repeat process to

upload multiple
[ Cancel solicitation [ Stayed documents.

[] Check here if this Solicitation is in SRR
All documents will
- appear at bottom
of screen.

Amended Date: MNone
Upload
Lpload POF, Microsoft Excel, and Microsoft Word files types here.

Large files will take a long time to upload, click the Upload File button or Sawve Solicitation button anly once and wait.

Browse...

You should name

Available Solicitation Files your documents
[] Bid £1000001848548 pdf as you want them
[] State of Manufacture. pdf to appear in your

specifications. doc .
s advertisement.

[ Delete Selected Files

R

’ Cancel Changes ]

Return To Search PRINT COPY OF
When done, select/4' ] ADVERTISEME

Save Solicitation NETS FOR
return to search [ ]_ Youn

RECORDS
€] Done %J Lacal intranet
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Search Solicitations
All suppliers wishing to do business with the Commornwealth must register at @ v pasupplierportal. state. pa.us.

Enter Search Criteria

Solicitationd : ' Agency: | L‘VJ
Solicitation Title or Description _ County | |_‘: [ Statewide [ hultiple
Solicitation Type: [—l:i

Advertisement Type: O Serice O Materials O Service & Materials O P Construction © Agency Construction O Real Estate & Al
Bid Open Date(mmiddfyy): j | £

Search || Logln || Cancel

Search Result m: Hover yomr mouse over the Descniption text to get more details.

Select Log In
€] Done 8 Internet
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Address E_E_http:,l',l'gssvintra,l'RT.ﬂ,l’DeFauIt.aspx !VE e G0 | Links 'ﬁ',] =

pennsylvania [y

This login 15 for
Registered Pennsvlvania State Emplovees only.
I you are a
Registered Pennsvlvania State Emplovee,
please login

Eyouare a
Penmsvlvania State Fmplovee

and not remstered vet, please click "Eemster Here"

Logiln _
Grenls | . Enter User ID
Pazsword:
and Password
Eegister Here
é:l Done ‘-"_J Local intranet
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#1 Search - Microsoft Internet Explorer
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Address :Ej http: [ fassvinkra/RTA)Search, aspxPCpo= 3 !VJ i Liriks '@i &

Search Solicitations
All suppliers wishing to do business with the Commornwealth must register at @ v pasupplierportal. state. pa.us.

Enter Search Criteria

Solicitationd : Agency: | i_:]

Solicitation Title or Description County l I_:j [ Statewide [ hultiple
Solicitation Type: [—_':E

Advertisement Type: O Serice O Materials O Service & Materials O P Construction © Agency Construction O Real Estate & Al
Bid Open Date(mmiddfyy): j | £

[ Search ” Mew Solicitation ” Cancel ]

Mao. of records per page: H_D- \Ej k
SearchResult INEW: Hover yom mouse over the Description text to get more details.

Search by one to locate your solicitation advertisement and
select search

€] Done %J Lacal intranet
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) search
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pxCpg=73 _v_ a s

BEX

Links | @y -

Solicitation Type: Ed =
Advertizement Type: ) Sewice O Materials (O Sewvice & Materials O PYW Construction O Agency Construction O Real Estate 3 All
Bid Open Date{mm/ddfyy): ]
[ Search ] [ MNew Solicitation ] [ Cancel ]
Mo. of records per page: |1 V
Search Result NEW: Hover vowr mouse over the Description text to get more details.
Excel v [ Export Search Results ]
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QUICK TIPS

Bid must complete approval process
within SRM before completing the
DGS online Request to Advertise.

Once registered go to
http://www.dgsweb.state.pa.us/RTA/De
fault.aspx to create advertisement.

Select “New Solicitation” to create new
advertisement.

Select “SRM Check Box” if bid is in
SRM

Delivery Location — where
materials/services are to be provided.

Select County, or Statewide or Multiple

End Date and Bid Opening Date must
be same date.

Can only upload PDF, Word & Excel
Documents

PRINT COPY OF ADVERTISEMENT
FOR YOUR RECORDS.

Edit/Update DGS online advertisement
whSen making changes to documents
in SRM



CONTACT INFORMATION

Susan Plecker
Department of General Services
Bureau of Procurement
555 Walnut Street, 6! Floor Forum Place
Harrisburg PA 17101

Phone: 717-346-2678
E-mail: splecker@state.pa.us



