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Searching DGS Statewide Contracts in SRM 

Use this procedure to search for materials and services available on DGS Statewide Contracts in SRM (Supplier 
Relationship Management) system. Locating items on statewide contract allows Procurement Professionals: 

• The direct purchase of materials and services from supplier(s) on contract at a negotiated price to the 
Commonwealth.    

• With practical and convenient ordering methods 

Some examples of materials and services on DGS Statewide Contracts: 

o Catering Services 
o Office Supplies – W.B. Mason  
o IT Peripherals & Hardware 
o VWR Lab Supplies 

Disclaimer:  All screenshots used in this procedure are for example purposes only. 

To Access SRM: 

 
 
 
 
  
 
 
 
 
 
 
 
     
 

 

 

 
 
 
 
 
 
 
 
 

2.  On the SAP Home 
screen, select the 
SRM link. 

3.  Select the SRM 
Tile

1.  Select the Microsoft Window and scroll down to select 
Microsoft Edge. 

 a.  In the web address field, type 
https://www.myworkplace.pa.gov and select the enter 
button. 

https://www.myworkplace.pa.gov/
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4. Scroll down to SRM – 
Display SRM Documents 
section.  

5. Select the Advanced Search 
Tile to search and locate 
itmes on contract. 

6. On the Advanced Search 
screen, select the 
downward arrow next to 
the ‘Search For’ field and 
select Contract. 
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Option to 
search by 
Purchasing 
Group (e.g., 
COPA 
Purchasing 
Org.) 

 

0 

7.  In the Search Criteria: 
Contract section, search 
by any of the search 
criteria, (e.g., Contract #, 
Contract Name, etc.).  

a. Enter keyword 
*guard* in Name 
search field with an 
asterisk before and 
after, 

b. Select the 
downward arrow 
next to the Status 
field and select 
Released. 

(Released means 
when a contract is 
fully executed and 
available for agencies 
to procure from.) 

c. Select the SEARCH button. 

e.   Searched results 
displays with 
available 
contracts to 
choose from.  

• Select the 
hyperlinked 
Contract 
Number to 
view contract 
details. 
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g.  The Items 
section 
contains line-
item details:  

• Product 
Category,  

• Description 
• Unit of 

Measure 
• Price if 

available 

f.  Contract opens 
to defaulted 
Overview tab, 
displaying 
contract details, 
e.g., 
• Contract 

Number 
• Contract Type  
• Contract 

Description 
• Supplier 

Number and 
Name 

• Validity From/ 
To period  

 

 Write down the Product Category, Unit of Measure (UOM), Price, Contract Number 
and Supplier information.  This information will be needed when a shopping cart must 
be created (e.g., Describe Requirement Free Text Shopping Cart).  



Rev.  February 2022 

5 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Select the Header 
tab, Basic sub-tab 
to find the 
Partner 
information.   

a. The Partner 
section shows 
the following: 

• Vendor Info.,  
• DGS 

Commodity 
Specialist 
(managing 
the contract) 
and, 

• Purchasing 
Organizations 
that are 
permitted to 
issue Pos 
against the 
contract, (e.g., 

DMVA, COPA, 
Corrections, 
DHS, LCB, 
PENNDOT) 
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This completes searching for material and services on DGS Statewide Contract in SRM. 

9.  Select the Notes and 
Attachments tab.  

 a.  The Notes area 
contains all relevant 
information in the 
text fields.

b.  Additional information may 
be contained in the 
Attachments section, (e.g., 
Terms and Conditions, CRP)


