System For Award Management Report (SAMS),
Report for Individuals.

Rhonda Clonts 30 steps 5 minutes

O Login M sam G Google

1 Navigate to https://sam.gov/

Sign n

Hame Search Data Bank Data Services Help

-m_s A M*Govu <— official uis.lﬁm;n;ent Website

The Official U.S. Government System for:

2 Create a sign in and set up authentication

3  Click"SignIn"

Scheduled SAM Maintenance Show Details 5
Mar 5, 2025 .

Sign |

Harme Search Data Bank Data Services Help

-m-s A M*GOVD C Official U. S.I%gg:;?m Website

4  Click "Agree"

I sAM.cov

You must agree to the SAM.gov Terms of Use & to sign in. If you violate our Terms of
Use, you may lose access to SAM.gov and we may take other legal action.

. Using another person’s email address and password to access SAM.gov is
prohibited.




5 Scroll down a bit, and fill in sign in information, click "Submit”

sam.gov needs you to enter your email and password again.

Email address

staffadvocate@poetllc.org

Password

_1 Show password

6 Click the "One-time code" field.

Enter your one-time code

We sent a text (SMS) with a one-time code ta (***) ***-1234.
This code will expire in 10 minutes.

One-time code
Example: 123456

]

!

B Ramamber this browser

7 Type in the code you are sent and click "submit”

One-time code
Example: 123456

957619

B Remember this browser

8 Click "Search" again



I SAM.cov:

[# Reguests [ Motifications 38 Workspace [3] SignOut
Home | Search | DataBank  DataServices  Help
Accouat Dotail aued Soacch
- m m
9  Thenclick "Saved Searches
! |
.Q.SAM»GOV:‘ [# Requests 1_1 Motifications B8 Workspace B Sign Out

Home Search Data Bank
Search All wards
Filter By

Data Services Help

e.g. 1606N020002 &

Search Results Saved Searches

10 Locate your last saved search. (You will need to set up one for Individuals and one

for Entities.)

D Assistance Listings
|:| Contract Opportunities
D Entity Information
D Federal Hierarchy
[ ] wage Determinations

D Respansibility / Qualification

03 11 2025 Staff and Contrast

02 11 3035 St=ff snd Contract

Date Last Saved

Date Last Ran Date Last Saved Actions

Mar 11, 2025 Mar 11, 2026

Feb 21, 2025 Fab 11, 2025

11 Click on the "Actions" 3 dots at the end of your last search.

|| Contract Uppartunities
D Entity Infarmation

D Federal Hierarchy

D Wage Determinations

[ Respansibility { Qualification

+

+

03 11 2025 Staff and Caonfrast

02 11 2025 Staff and Contract

Date Last Ran Date Last Saved Actions

Mar 11, 2025 Mar 11, 2026

Mar 11, 2025 Feb 11, 2025

v
12  Click "Duplicate" on the dropdown
D All Damaing Sort by
[ #ssistance Listings Actions x | ved b
[] contract oppartunities »
Name Date Last Ran [ it Hami s
D Entity Information [ Brilicate I
D Federal Hierarfh}' &+ 03 11 2025 Staff and Contragt Mar 11, 2025 ] Belete
Wage Determinations Download
] Wagefistcnclnstion 4  02712025Stsfand Contract  Mar 11,2025 g
[ Respansibility / Qualification -

13

Give the new search a name, containing the date.




Duplicate Saved Search

Search Name

Enter a new name for your duplicate saved Search. Up to 45
characters.

14  Example: "03 11 2025 Staff and Contract"

15 Click "Save"

Search Name

Enter a new name for your duplicate saved Search, Up to 45
characters.

03 11 20254 5taff and Contract

16  Click "03 11 2025A Staff and Contract" (the search you just created)

D Contract Opportunities
Date Last Ran Date Last Saved Actions
D Entity Information

[ ] Federal Hierarchy + Mar 11, 2025 §

Wape Determinations

17  Scroll down to add individuals, on the left of the screen, to the "First Name" field
and fill out the information, of each person you need to add.

| TE L0 T, ST ooy |

Classification W
Escluded individual Z
First Name /’_—\

| )

Middle Name e

Last Name

SSN/TIN

18 Click "Add Individual”



Last Name

| Smith

SSM/TIN

Add Individual

19 Repeatif necessary

20 Todelete a person, click on the "X" at the end of their name.

Chelley Farr ®
Brian Thomas Spore :455-65-4817 bt
Davan Todd Miller

Bill Smith

Jane Doa

21 Scroll back up and click on Actions 3 dots, at the end of the "Saved Searches" box

Home Search Data Bank Data Services Help

Search All Wards * | g 1606N020Q02 ) Search Results Saved Searches "

22 Click "Save" from the dropdown

Search AlWaords  w  ep 1E0GN0Z0QO2 Q Sear:hResu"j -
/mﬂs\ .

|| save |
Filter By "
Download

23 Click "Update”

Update Search?

“03 11 20254 5taff and Contract” has previously been saved. Do you want to update this search?
i ¥

2=
-




24  Click "Saved Searches" again

Home  Search  DataBank  DataServices  Help

Search All Words *  epg 160EN020002 ':L Search Results Saved Searches

25 Click the Action icon, at the end of your search

P Bald TILE LT ITES

[ ] contract Dppartunities

Name Date Last Ran Date Last Saved Actions
D Entity Information 5
03 11 20254 Stalf and
[ ] Federal Hierarchy + Chnttact Mar 11, 2025

D Wage Determinations
03 11 2025 Staff and Contract Mar 11, 2025 Mar 11, 2025

D Respansibility / Qualification

26  Click "Download" from the dropdown

T T T
j 03 11 20254 Stall and b
D Federal Hierarchy + Contract Actions x
D Wage Determinations
03 11 2025 Staff and Contract Mar 11, 2025 P Edit Mame
D Respansibility [ Qualification
Duplicate
[] subcontract Reparts X 02 11 2025 Staff and Contract Mar 11, 2025 f o
Deléte
Subaward Reparts 1a
D e e 02 11 2025 Entity Search {_Dhunioad ’ |
Search By Name i
27 Click "pdf"
Y ¥ T
") L |
Select file type
EEY pdf
- Limited to 5000 records
_ (
File name
Up to 45 characters
Exelusioninformation-20250311-112754 x

28 Click "Download"



- Limited to 3000 records

File name
Up to 45 characters

Exclusioninformation-20250311-112754 =

"

Cancel Download J

29  Open your download, either print for filing or electronically file, Search should be
conducted monthly and results retained for 10 year.

30 If anegative result is discovered, your office should have a policy to cover what
happens next.

Now you get to go back and do it all over for Entities



