
Department of General 
Services

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 

1st time users, select not-
registered, complete 
information and submit.

 



Create your own User ID & Password,

Most agencies should  pick Procurement for 
Department because the others are for other 
areas of DGS

Complete all information and submit.



You will receive an approval 
notification via e-mail within 
1 – 2 business days after your initial 
registration submission.



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”.



Creating an Advertisement



Select Log In.



Enter User ID & 
Password



Select “New Solicitation” button to create new advertisement.



Select Type of 
Solicitation

Use same 
Solicitation Title 
utilized for SRM 
(If applicable)

If you select the 
county located, you 
cannot select 
Statewide or Multiple

Select 
Advertisement 
Type (Note: PW 
Construction is 
for DGS Public 
Works ONLY)



The Solicitation 
End Date 
should be 
before or the 
day of the bid 
opening date.

If the bid is only 
available in SRM, 
select the “Check 
here if this 
Solicitation is in 
SRM”

Select Create 
Solicitation



IF BID IS NOT 
AVAILABLE IN 
SRM

Do not select 
“Check here if 
this Solicitation 
is in SRM

Select “Create 
Solicitation



If you wish to 
upload your 
bidding 
documents, 
select browse



Locate file 
in your 

computer 
and select 

Open



Select 
Upload File



Repeat process to
upload multiple 
documents.  

All documents will
appear at bottom 
of screen.

You should name 
your documents 
as you want them 
to appear in your 
advertisement.

When done, select 
return to search

PRINT COPY OF
ADVERTISEME
NETS FOR 
YOUR 
RECORDS



Editing or Changing 
an Advertisement



Select Log In



Enter User ID 
and Password



Search by one to locate your solicitation advertisement and 
select search 



Select Solicitation Number Hyperlink



Make necessary 
changes or add 
Flyer/Addendum
# or cancel 
solicitation and 
click Save 
Solicitation..

Amended date 
will change 
automatically



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
when making changes to documents 
in SRM



CONTACT INFORMATION

Susan Plecker
Department of General Services

Bureau of Procurement
555 Walnut Street, 6th Floor Forum Place

Harrisburg  PA  17101

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


