
Automotive Service Online Application

Introduction
Dealerships, Franchises, and Independent Garages wishing to participate in the 
Commonwealth's Department of General Services' Bureau of Vehicle Management (BVM) 
Automotive Services program must complete the Automotive Service Application. Once 
enrolled, these businesses are available to the Commonwealth for maintenance or repairs.

This document walks you through the entire application process beginning with:

1 Company Look-up

2 Company Profile

3 Terms & Conditions

4 Vendor Registration Category

5 Service Rates

6 Certificate of Insurance

7 Company Contacts

8 Service Locations

9 Sign and Submit

10 Review Next Steps

The application has 10 simple steps to complete:

Application Requirements GO Accessing the Application*
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Prior to beginning the application:
To complete the application, collect the following required documents/data:

• Federal IRS EIN Number (Tax ID)

• Pennsylvania SAP Number
If you have a new Federal IRS EIN Number (Tax ID) or are registering as a new vendor, you 
must first register through the Commonwealth of Pennsylvania’s PA Supplier Portal to be 
assigned a Pennsylvania SAP Number. Click the following link to access Pennsylvania's 
Supplier Service Center: PA Supplier Service Center

• Not sure if your company is registered or don't know your registration number? 
Contact the PA Supplier Help Desk:
• Phone: (877) 435-7363 (option 1)
• Email: ra-psc_supplier_requests@pa.gov

• Business Service Locations
The addresses where your business performs work and the services offered at each

• Current Copy of Certificate of Insurance
A current copy naming the Commonwealth of PA, Dept of General Services, 2221 Forster 
Street, Harrisburg, PA 17103, as additional insured and showing the types and liability 
amounts of your coverage
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https://www.budget.pa.gov/Services/ForVendors/Pages/PASP-Admin-Support.aspx
mailto:ra-psc_supplier_requests@pa.gov
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Automotive Service Site:
While designed to be accessed via a web browser, the application is mobile and tablet 
friendly, so you can complete it on almost any internet-connected device.

https://www.dgs.internet.state.pa.us/AutoServices/
On this site, you can:

• Complete a New Vendor Registration
• Manage your business' Automotive Service Company Profile
• View announcements from BVM
• Access additional BVM related information and documentation
• Find BVM contact information

To complete the Automotive Service Application:
Click the New Vendor Registration button.

Note: You can leave and return to your application at any time before submitting it by clicking 
the New Vendor Registration button. 
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A. Enter your Tax ID (FEIN)

B. Enter the last 6 digits of your SAP Vendor 
Number

C. Click Lookup

D. The results of the Lookup appear on the screen

a. If the combination is correct, you can click 
Continue

b. If the combination does not result in a 
match, double-check the information you 
entered, and if the system still does not 
locate a match, contact the PA Supplier Help 
Desk:
Phone: (877) 435-7363 (option 1)
Email: ra-psc_supplier_requests@pa.gov

To ensure that your business details are linked correctly between Commonwealth 
systems, the application requires that you provide both your Tax ID (FEIN) and SAP 
Vendor Number.
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mailto:ra-psc_supplier_requests@pa.gov
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A. Complete the fields on the page

B. Once all the required fields (marked with a red 
asterisk) are completed, click Save & Continue

Note: If the Company Name is incorrect, contact 
the PA Supplier Help Desk to have this corrected in 
the PA SAP system:

• Phone: (877) 435-7363 (option 3)

• Email: ra-psc_supplier_requests@pa.gov

The Company Profile page of the application pre-populates with data from the PA SAP 
system when possible. 
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mailto:ra-psc_supplier_requests@pa.gov
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A. Carefully review the Terms and Conditions

a. You can only continue if you agree to the 
Terms and Conditions

b. For a printable version of the Terms and 
Conditions, click Open Printable Version

B. Click I Agree

The Terms and Conditions provide all the details you need to be aware of to participate 
in the Automotive Service program. 
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A. Carefully review the definition of each Vendor 
Registration Category prior to making a 
selection

a. Once the page is saved, you can not change 
the selection

b. If you made a mistake, send an email to RA-
BVMVendorAdmin@pa.gov with your 
Company Name, SAP #, and an explanation 
of what needs to be changed and why

B. Select the correct Vendor Registration 
Category

C. Click Save & Continue

The Vendor Registration Category selection aids the Commonwealth in selecting the 
appropriate location to take their vehicle for service.
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mailto:RA-BVMVendorAdmin@pa.gov
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A. Check the box beside the counties where you 
offer services

B. Click Show

a. If you do not agree to offer the services at 
the rates displayed per the Terms and 
Conditions, you should not continue with the 
application

C. Click Continue

Review the published service rates for the counties where you have service locations. In 
Step 8 of the Application, Service Locations, specific service selection by location occurs.
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A. Review your Certificate of Insurance to make 
sure it has been completed correctly

B. Complete the fields

C. Click Choose File to upload a copy of your 
Certificate of Insurance

a. If you do not have a copy of your certificate, 
you can continue without uploading it

b. Applications will not be accepted until the 
certificate has been received

c. If not uploaded, certificates can be sent to 
BVM via

• Email: RA-BVMVendorAdmin@pa.gov

• Fax: 717-705-2123

• Address: Bureau of Vehicle Management,  
2221 Forster Street, Harrisburg, PA 17103

D. Click Save & Continue

The Commonwealth requires a current Certificate of Insurance, naming the Commonwealth of PA, 
Dept of General Services as additional insured and showing the types and liability amounts of your 
coverage. The declaration page cannot replace the Certificate. 
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mailto:RA-BVMVendorAdmin@pa.gov


Automotive Service Online Application

A. The Applicant Contact added on the Company 
Profile page of the application is populated

B. Click Edit if any information needs to be 
changed

C. Click Add New to add additional contacts

a. You can add as many contacts as you want

b. Having at least one additional contact is 
suggested when possible

D. Click Continue

Each of the contacts added may receive emails and phone calls from BVM concerning 
your Application status, rate renewals, and other essential updates.
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A. Click Add New to add a service location

a. You can add as many locations as you have

b. Once you select a location’s County, the 
Service Rates for that county will appear 
towards the bottom of the page

c. Review and select the appropriate service 
details available on the page

d. At least one location must be added to 
complete the application

e. Click Save

B. Click Edit if any information needs to be 
changed

C. Click Continue

Note: Click Print Application to review a copy of 
your pending application. You can click on the Back
button to return to any previous page to make 
corrections.

Service Locations are the combination of a physical address (no PO Boxes) and the 
services available at the location. Please make sure all the information entered is 
accurate.
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A. Review the Sign and Submit section

B. Enter your name in the Submitted By field

C. If you have any notes you would like BVM to 
see during their review of your application, 
enter those into the Optional Notes to 
Reviewer field

D. Click Submit

Once your application has been submitted, no changes can be made.
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The final page of the application will indicate that your application has been received 
and provide direction on your next steps. You also will receive an email with these next 
steps. You can now close the application.

You will receive an email from the Commonwealth's Department of General Services' 
Bureau of Vehicle Management Automotive Services when your application has been 
reviewed.

If you need to make a correction to your application, please email RA-
BVMVendorAdmin@pa.gov with your Business Name, SAP Number, and details about 
what needs to be corrected.

1 2 3 4 5 6 7 8 9 10GO*

mailto:RA-BVMVendorAdmin@pa.gov

