
Shipping 
 
General: 
 
Unless otherwise noted by agency’s service requirements, DGS Distribution Center will determine 
the most cost efficient method of shipment.   
 
United Parcel Service (UPS): 
 
Agencies are required to process all administrative and fiscal documentation required to maintain 
an active United Parcel Service (UPS) Shipping Account.   DGS Distribution Center uses the UPS 
Ground as their primary method for out of town shipments. 
 
Agencies have the ability to review their UPS account through their Agency’s UPS Liaison.  Agency 
will have the ability to back charge to the appropriate Fund and Cost Centers. 
 
DGS Distribution Center will monitor all shipments via UPS and will establish reporting and delivery 
exception procedures as described in www.ups.com. 
 
 

Local Deliveries:  
 
DGS Distribution Center will deliver to all agencies facilities in the Harrisburg Area on a daily basis.  
Note:  All DGS Distribution Center staff will be required to wear correct Commonwealth Employee 
Picture Identification. 
 

Agency Mailroom:  
 
If it is determined by the DGS Distribution Center, the most cost effective method is to mail 
shipments the DGS Distribution Center will drop off items to be mailed to respective agency 
mailrooms for processing.   
 

Less Than Truckload or Truckload Shipments 
 
If  “Less Than Truckload” (LTL) or truckload shipments are required for shipment to a customer 
outside the Harrisburg area, DGS Distribution Center, DGS will obtain 3 quotes from outside 
carriers.  This procedure will be accomplished using Attachment 3. 

http://www.ups.com/


UPS Procedures 

Tracking Packages 

 



 

 



 

Shipping Packages 

 



 



 
 



End Of Day Reports 

 



 



 



Which Common Carrier to Use 
 
 

 



Use for shipments under 10,000 pounds 
 
 

 

Click hers for 
Customer 
Options then 
click “Logon” 



 

Click on 
“Rate 
Quotes” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Enter Zip 
Code 

Class of 
Material 

Weight of 
Material 
acquired 
from STO 

 
 
Scroll down to complete Quote information 



Click on PRISON or HAZARDOUS if one of the two boxes come into play.  Information 
can be found on the STO. 
 
 
 

 
 
 
 
 
 
Click GO 



 

This is 
your 
Quote for 
this 
shipment 

 



 

Enter 
“Username” 
and 
“Password”

 



 

Click on 
“Rate 
Quotes” 

 



 

Click Enter 
required 
fields 

 



 

 

This is the 
Quote for 
this 
Shipment 

 



 

Enter all 
required 
fields and 
Hit 
ENTER 
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