GO TO SAM.GOV CLICK ON "UPDATE"
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CLICK ON THE CHOOSE THE ARROW DOWN OPTION

"SEARCH" TAB ‘IL! SA M*GO\/@ BESIDE "EXCLUDED INDIVIDUAL"

CLICK ON THE PLUS SIGN FILLIN AS MUCH OF THE

INFORMATION AS YOU CAN IN THE
BESIDE "ALL DOMAINS" 4 SLOTS PROVIDED
CLICK ON

THEN CHOOSE
"ENTITY INFORMATION"

"FILTER BY INDIVIDUAL"

THEN CLICK HOW 10 CLICK O
LICK ON
"EXCLUSIONS" A EXCLUSION "MORE FILTERS" AGAIN
REPORT ON SAM.GOV
THEN CLICK CHOOSE "EXCLUDED
"EXCLUSIONS" INDIVIDUAL" AGAIN
(S =(CLUSION
CLICK ON ENTER THE INFORMATION FOR
"MVIORE FILTERS" REV' EW THE NEXT PERSON
UNCHECK ALL THEN CHOOSE

THE GREEN BOXES "FILTER BY INDIVIDUAL"

CONTINUE THIS VERY REDUNDANT
PROCESS UNTIL YOU HAVE ENTERED
ALL OF YOUR STAFF

CHOOSE "EXCLUDED
INDIVIDUAL"
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AFTER YOU HAVE ALL

YOUR STAFF ENTERED

)\ o 0 o

RIGHT CLICK, CHOOSE TO PRINT
TO A "PDF" DOCUMENT

SAVE OR PRINT (HOWEVER YOU ARE
KEEPING YOUR DOCUMENTATION)

BE SURE TO ADD THE DATE
TO YOUR DOCUMENT
YOU CAN STOP HERE

OR YOU CAN CUT & PASTE TO
CREATE A SMALLER DOCUMENT

THE EXAMPLE IS WHAT WE HAVE
CAME UP WITH FOR THE TIME BEING.

POET WILL CONTINUE TO WORK ON
FINDING AN EASIER WAY



