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Presenter Notes
Presentation Notes
Hi I’m Leslie Miller.  I’m an advisor with Washington APEX Accelerator, formerly known as Washington PTAC or Procurement Technical Assistance Center. At APEX we provide no-cost, confidential, one-on-one technical assistance on all aspects of selling to federal, state, and local governments, including bid reviews, marketing assistance, contract performance, and small business certifications.



Presenter Notes
Presentation Notes
Today we’re going to review how to get your Unique Entity ID or UEI via SAM.GOV.At APEX we regularly support entities with their full registrations in SAM.gov that allows them to receive federal awards and bid on government contracts. This is a much more complex process than what we will be reviewing today for this grant program. 



What is a Unique Entity ID (UEI)?

A UEI is a unique 12-character (alphanumeric) ID 
assigned by the federal government via the System for 
Award Management or SAM.GOV

As of April 2022, all entities receiving federal funds 
via contracts, grants, etc. must have a UEI

Since the funding for this grant program ultimately 
comes from the federal government, a UEI is required

Presenter Notes
Presentation Notes
A UEI is a unique 12-character (alphanumeric) ID assigned by the federal government via the System for Award Management or SAM.govAs of April 2022, all entities receiving federal funds via contracts, grants, etc. must have a UEISince the funding for this grant program ultimately comes from the federal government, a UEI is required



Unique Entity ID (UEI)

A UEI is assigned, managed, and owned by the 
federal government

Getting a Unique Entity ID is FREE, please make sure 
you are using .gov sites

The process validates your entity name and address

If SAM.gov is unable to locate your entity, a new 
record is created in its database

Presenter Notes
Presentation Notes
A UEI is assigned, managed, and owned by the federal government. Getting a Unique Entity ID is FREE – please make sure you are using .GOV sites.  There is NO charge to register or maintain your entity information in SAM.govThe process validates your entity name and addressIf SAM.gov is unable to locate your entity, a new record is created in its database



Accessing Your 
Unique Entity ID (UEI)

Presenter Notes
Presentation Notes
We are now going to review how to view your UEI if you’re already in SAM.gov



Already Registered in SAM.gov

• If your entity is registered in SAM.gov, you already 
have a Unique Entity ID (UEI)

•This includes inactive registrations

•Your UEI is located on your SAM.gov entity record

Presenter Notes
Presentation Notes
If your entity (your business or nonprofit) is registered in SAM.gov, you already have a UEIThis includes inactive registrationsYour UEI is located on your SAM.gov entity record



View Your UEI in SAM.gov

Log in to SAM.gov.

In the Entities section of  
your Workspace, select the 

numbered bubble above 
“Active Registration”

Presenter Notes
Presentation Notes
Log in to SAM.gov.In the Entities section of  your Workspace, select the numbered bubble above “Active Registration”



Your UEI Will Be Displayed

Your Unique 
Entity ID (UEI) 

will be displayed 
below your 
Entity Name

Presenter Notes
Presentation Notes
Your UEI will be displayed below your Entity Name



Getting a 
Unique Entity ID (UEI)

Presenter Notes
Presentation Notes
We will now review how to get a UEI



Obtaining a New UEI from SAM.gov

Go to 
www.SAM.gov

Presenter Notes
Presentation Notes
If you do not yet have a UEI you will need to obtain one from SAM.govGo to www.SAM.gov



Registering Your Entity with SAM.gov

Click on the 
“Get Started” 
button twice

Presenter Notes
Presentation Notes
Click twice on the Get Started button



Accept the Terms to Sign Into SAM.gov

Presenter Notes
Presentation Notes
Review and accept the terms to sign into SAM.gov 



Sign up with Login.gov

√

You can select to receive 
email communications in 
English, Spanish or French

To sign into 
www.SAM.gov you 

will first need a 
login.gov account

Presenter Notes
Presentation Notes
To sign into SAM.gov you will first need a login.gov accountInput your email addressYou may select to receive email communications in English, Spanish or FrenchCheck the box to accept the rules of useHit Submit

http://www.sam.gov/


Check and Confirm Your Email

test@test.com

Presenter Notes
Presentation Notes
This will generate an email from Login.govCheck your inboxConfirm your Email Address



Create a Password for Login.gov

NOTE: 
Password must be at 

least 12 characters long 

Presenter Notes
Presentation Notes
You’ll now be directed to a page to set up your passwordYour password must be at least 12 characters long



Set-up Authentication for Login.gov

Presenter Notes
Presentation Notes
Next, you’ll need to set up authentication for Login.govYou may select an option like “Text or Voice Message”Once you hit continue, the box here on the right will appear and you’ll be instructed to enter your mobile number and indicate whether you want a text or phone callHit “Send Code” and follow the steps to validate your account



Login.gov  SAM.gov

Presenter Notes
Presentation Notes
You have now successfully created your Login.gov accountYou will be asked if it’s okay to share this information with SAM.govHit “Agree and Continue”A SAM.gov window will appear that will allow you to sign into SAM.govHit “Continue”



Get Started in SAM.gov

You will return to 
the Get Started 
screen, but this 

time from within 
your new profile

Presenter Notes
Presentation Notes
This will take you back to the SAM.gov Get Started Screen but this time from within your SAM profile accountNote the links to Requests, Notifications, Workspace and Sign Out on the top right of the windowClick on the “Get Started” button yet again



Create New Entity
A Welcome screen will 

come up. Click the 
Create New Entity 

button

You’ll be asked a series 
of questions to 

determine what type 
of registration in 

SAM.gov is needed

Presenter Notes
Presentation Notes
This will take you to a Welcome screen. Hit the “Create New Entity” button The system will next take you through a few short questions to determine what type of registration in SAM.gov you need



What is your goal?

What is your 
goal?  -- I want 

to do business….

Select 
Option 2

Presenter Notes
Presentation Notes
The next screen asks, “What is your goal?” who do you want to do business with…For the purpose of this grant – select the second option I want to do business  “With a business or other organization which receives funds directly from the U.S. federal government”



What best fits your intentions?

The screen will 
automatically 

expand. 

For the answer that 
best fits your 

intention 

Select 
Option 4

Presenter Notes
Presentation Notes
Upon selecting option 2, the screen will automatically expand to provide a list of reasons why you may need a UEI. The answer that best fits your intentions for this specific grant purpose is Option 4 “Apply as a grantee for federal funds distributed by a government entity other than the federal government.”Select this option then scroll down and hit Next



Who required your entity to be in SAM.gov? 

Choose the primary 
entity requiring you 

to be in SAM.gov 

Select 
Option 3: Local 

government office

Presenter Notes
Presentation Notes
You’ll then be asked who is requiring that you get a Unique Entity ID.Select Option 3 “Local government office, i.e. of a county or a city”Scroll down to and hit “Next”



Unique Entity 
ID Only

The system will automatically 
recommend the option that  

you get a Unique Entity
ID Only

Click on the Select button 
to proceed

Presenter Notes
Presentation Notes
The system will then automatically make a recommendation for what type of registration you need in SAM.gov based on your responses.For the purposes of this grant, the recommendation will be to get a Unique Entity ID OnlyGo to the bottom of the table and hit the “Select” button.  



Enter Entity 
Information

Enter your Legal 
Business Name and 

Physical Address.  

Note: sole proprietors 
enter your name in the 
Legal Business Name 

field. 

Presenter Notes
Presentation Notes
You’ll now have an opportunity to enter your organization’s Legal Business Name and Address.  If you are a sole proprietor enter your First and Last Name in the Legal Business Name field.Hit “Next”There will be a slight delay while the system searches for a match for your information



Validating Your 
Entity

As part of the process, you 
may be asked to provide 

documentation to validate 
your Legal Business Name, 

Physical Address, Start 
Year, and State of 

Incorporation.

Presenter Notes
Presentation Notes
As part of this process, you may be asked to provide documentation to validate and show proof of your Legal Business Name, Physical Address, Start Year, and State of Incorporation.  Check the box noting that “I can provide official documentation, if necessary to validate my entity,” and hit Next.



Searching For Your 
Entity Match

The system will then 
continue its search of 

records to find a match for 
your entity

Presenter Notes
Presentation Notes
The system will now search its records to find a match for your entity 



Review Entity 
Information

Review your entity matches 
and select an option:

o I recognize my entity in the 
legal entities list. If some 
details are not correct, you can 
update them. 

o I don’t recognize my entity 
on this list. 

TEST ACCOUNT
1234 TEST AVENUE
SEATTLE, WA 98101

Presenter Notes
Presentation Notes
The next window will provide a list of potential entity matchesYou will have an opportunity to select from the following options:I recognize my entity in the legal entities listed.                 ORI don’t recognize my entity on this listHit Next



You Have a Match From the List 
of Entities Displayed

Presenter Notes
Presentation Notes
We will now review next steps if you have a Match from the List of Entities Displayed



Recognize 
Your Entity?

Select I recognize my entity 
along with the listing that 
matches your legal business 
name and address

Then hit Next

TEST ACCOUNT
1234 TEST AVENUE
SEATTLE, WA 98101

Presenter Notes
Presentation Notes
If you see a listing that matches, select I recognize my entity in the legal entities listed. Select the listing that is a match and hit Next



All My Details 
Are Correct

Select Yes, all details 
are correct

Test Account

1234 Test Avenue
Seattle, WA  98101-1234
USA

Presenter Notes
Presentation Notes
Review your entity details and select Yes, all details are correctAnd hit Next



All Details Are Correct
Request Unique 

Entity ID
Click the box to Include your 
listing in a public search or 

uncheck to make private 

Certify you are authorized to 
conduct transactions on behalf of 

your entity

Select Receive Unique Entity ID

Presenter Notes
Presentation Notes
You’re almost done.  A page displaying your validated entity listed will appearClick the box to Include your listing in a public search or uncheck to make private Don’t forget to check the box to Certify you are authorized to conduct transactions on behalf of your organizationHit Receive Unique Entity ID



TEST ACCOUNT

1234 Test Avenue                                State of Incorporation
Seattle, WA 98101                              Washington
USA

VERIFIED SAM RECORD

SDAELFKTLSY7

Presenter Notes
Presentation Notes
A screen should come up with your Unique Entity IDIf this doesn’t occur immediately, monitor your email for your confirmation and your UEI number. You may also log in to your SAM.gov account Workspace and view your UEI



You Do Not See a Match 
For Your Entity And Need to 

Submit an Incident

Presenter Notes
Presentation Notes
We will now review next steps if you DO NOT see a Match for Your Entity and Need to Submit an Incident



My Entity is 
Not Listed

Select I don’t recognize my 
entity on the list

Click on the

Presenter Notes
Presentation Notes
If your entity is not listed, this gets a little more complicated, and may take a while for you to receive your UEI.  You will need to provide documentation to verify your organizationSelect “I don’t recognize my entity on the list” and hit Next



Enter 
Incorporation 
Information

Enter your Start Year and 
State of Incorporation

Presenter Notes
Presentation Notes
A window may come up requesting your Incorporation to Founding Information. Enter your Start Year and State of IncorporationHit Next



Confirm Entity 
Information

Review your Entity 
Information 
presented

Presenter Notes
Presentation Notes
Review your Entity Information and if accurate hit Next



Document Your 
Entity Details

You have an opportunity to 
upload documentation to 
validate your information

The Federal Service Desk (FSD) 
will help to resolve your issue 

Watch for emails from 
General Services 

Administration Federal 
<fsdsupport@gsa.gov>

Presenter Notes
Presentation Notes
Next you will need to create a Help Ticket Incident Report to Document your Entity Details with the Federal Service Desk or FSDYou will need to upload documents that prove your entity’s information, and fully describe your needs in the text boxBe sure to monitor your inbox for emails from General Services Administration Federal <fsdsupport@gsa.gov>



Acceptable Documents to Validate Your Info
• Secretary of State Certificate of Filing or Certificate of Formation (stamped as 

filed with an authority)
• Screenshot or PDF file of your business profile in your state online business 

registry (Department of Revenue) or Secretary of State website (must be 
current registration and must include the site URL)

• Articles of Incorporation/Organization/Formation (stamped as filed with an 
authority)

• Department of Treasury IRS letter assigning your EIN
• Bank Statements* (redact information that isnʼt necessary for validation)
• Utility Bill* (water, gas, or electric only)
*NOTE: Bank Statements & Utility Bills must be from within the last 5 years

Presenter Notes
Presentation Notes
The following is a list of acceptable documents that you may submit. Recommended files types include PDF, PNG, and JPGSecretary of State Certificate of Filing or Certificate of Formation (stamped as filed with an authority)Screenshot or PDF file of your business profile in your state online business registry (Department of Revenue) or Secretary of State website (must be current registration and must include the site URL)Articles of Incorporation/Organization/Formation (stamped as filed with an authority)Department of Treasury IRS letter assigning your EINBank Statements* (redact information that isnʼt necessary for validation)Utility Bill* (water, gas, or electric only)NOTE: Bank Statements and Utility Bills must be from within the last 5 years



Relevant Documents for Corporations-LLCs

https://www.sos.wa.gov/

Presenter Notes
Presentation Notes
For Corporations and LLCS the best resource for supporting documentation is the Washington State Secretary of State’s websiteUnder the Corporations & Charities tab Select the Search Tools option



WA Secretary of State: Business-Corporation Search

Presenter Notes
Presentation Notes
This will open a window that has the Corporation Search fields midway down the screen.You DO NOT need to set up a Customer Login to search for your business.Enter your business name or UBI numbers



Select Business Name

TEST Account 1234 Test Avenue, Seattle, WA 98101 Test contact

Presenter Notes
Presentation Notes
The next screen should bring up a listing for your businessSelect your Business Name



Select Filing History

Test Account

1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES 1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES

TEST CONTACT

1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES 1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES

TEST CONTACT 

Presenter Notes
Presentation Notes
The Business Information page will then come up.  Scroll down to the bottom of the page and select the Filing History button noted in red



View & Save Selected Document

Test Account

Presenter Notes
Presentation Notes
You will then see a list of all of the documentation related to your businessScroll again to the bottom of the list and select the Certificate of Formation and click on the view documentThis will bring the document as a PDF



Save PDF & Upload to SAM.GOV Incident 

Test Account
TEST ACCOUNT

Test-Account@gmail.com

1234 TEST AVENUE, SEATTLE, WA  98101

Presenter Notes
Presentation Notes
Here’s a sample of the Certificate of Formation along with the fulfilled docs that provide the business name, mailing address and starting date. These documents can be saved as a PDF to you hard drive and uploaded to your Incident report on SAM.gov



Relevant Documents for Sole Proprietors
https://dor.wa.gov/

Presenter Notes
Presentation Notes
For Sole Proprietors the Washington State Department of Revenue is an excellent resourceSelect a Look Up a Business from the main page



WA Dept of Revenue – Business Lookup

Test Account

Presenter Notes
Presentation Notes
This will bring up this Business Lookup form where you can enter your business name or your UBI number and hit search



Select Business Name to View Profile

Test Account

Test Account

Test Account TEST ACCOUNT SEATTLE

Presenter Notes
Presentation Notes
A listing of your business will then come up and you can click on the business name to see your profile



Screenshot of the Online DOR Profile

Test Account

Test Account

Sole Proprietor

1234 TEST AVENUE
SEATTLE, WA  98101

1234 TEST AVENUE
SEATTLE, WA  98101

City of Seattle License

Use “First issuance 
date” as Start date

Be sure to 
capture the 
site URL in 

your 
screenshot 

for uploading 
to SAM.GOV

Presenter Notes
Presentation Notes
You can take a screen shot of this profile and use it as evidence for your UEI Incident.  The Issuance Date that’s displayed can be used as your Start Date.Be sure to capture the website URL and header in your screen shoot. You can save these in an acceptable file format and upload to SAM.gov



Provide Details 
NOT Optional

1234 Test Avenue
Seattle, WA  98101 
UNITED STATES

Test Account
Department of
Revenue Listing.pdf
119.165 KB

Test Account

I have uploaded a screenshot from the Washington State Department of 
Revenue for my entity Test Account which includes my address at 1234 Test 
Avenue, Seattle, WA  980101, and my Year of Incorporation 2001 in Washington 
State.  Please update your database to reflect this information.

Year of Incorporation
2001

State of Incorporation
Washington

Once you’ve uploaded your 
official documents, be sure to 

clearly document what you need 
to be updated in the Provide 

Details (Optional) text box

Try to be as detailed as possible 
for the Validation Agent 

reviewing and updating your 
entity listing

Presenter Notes
Presentation Notes
Once you’ve uploaded your supporting documentation, be sure to include the detail of what you need in the Provide Details (Optional) text box. Be as specific as possible. In this example it is noted “I have uploaded a screenshot from the Washington State Department of Revenue for my entity Test Account which includes my address at 1234 Test Avenue, Seattle, WA  980101, and my Year of Incorporation 2001 in Washington State. Please update your database to reflect this information.”



Tips for Validation Tickets
This process can take a while, so visit SAM.gov and work on getting 

your Unique Entity ID (UE) as soon as possible

Only create one Incident per entity, creating multiple tickets does 
NOT speed up the handling of your issue and actually may slow down 
the overall process

Watch for emails from General Services Administration Federal 
<fsdsupport@gsa.gov> with requests and updates on your Incident

Remember, each incident is being reviewed by an individual, so it is 
important that you be clear with what you are requesting and upload 
the appropriate accurate documents

Presenter Notes
Presentation Notes
Here’s a few tips:If you run into issues this process can take a while, so it is important that you visit SAM.gov and work on getting your Unique Entity ID (UE) as soon as possible. You do not need your UEI to apply for this Grant, however, you will need to have it prior to receiving funding should you get awarded a grant.It is important that you only create one help ticket. Creating multiple tickets does not speed up handling of your issue and may actually slows down the overall process. Regularly monitor your email. An Entity Validation Agent will be in touch if they require additional information. Remember, each incident is being reviewed by an individual, so it is important that you be as clear with what you are requesting and upload the appropriate accurate documents



Next Steps Once Your 
Incident is Resolved

Presenter Notes
Presentation Notes
Now we are going to review what you need to do when you receive an email that your UEI has been updated or resolved



Incident Email Response

Presenter Notes
Presentation Notes
Here’s a sample email.  In this case it listed that they did not find a listing in the database so a new listing was created and the site would be updated in 24 hours



Incident Email Response

Presenter Notes
Presentation Notes
Read the email carefully to determine what next steps are necessaryIn this case the email requested that you log into SAM.Gov and restart the validation process with a new request



Test Account
test-account@gmail.com

Test-account@gmail.com

Sign In to SAM.GOV & Restart Validation

Presenter Notes
Presentation Notes
Sign-in to your Login.Gov – SAM.GOV account.  You will be asked to validate your login with a text code or callClick on Workspace on the top right of the screen and click on the Get Started button to start a new validation request. This will take you through all of the initial steps.



Enter Entity Information
Incident Response Email:
We performed a search and were unable to 
locate your entity in our records. Accordingly, 
we created a new record for your entity in our 
database with the details below: 

Entity Name: Test Account
Entity DBA (if applicable):
Entity Address: 1234 Test Avenue 
Entity City: Seattle 
Entity State (if applicable): WA 
Entity Zip (if applicable): 98101 
Entity Country: US 

 We will update SAM.gov with your updated 
 information within 24 hours of this email. 

Presenter Notes
Presentation Notes
You’ll then need to resubmit your entity information.  Be sure and use exactly what was provided in the follow-up email



Validate Entity

Presenter Notes
Presentation Notes
Acknowledge that you have this information and hit next.



Review Entity Information

TEST ACCOUNT
1234 TEST AVENUE
SEATTLE, WA 98101 USA 

Presenter Notes
Presentation Notes
The system will then search the database and it should bring up your listing since it was added.  If for some reason it doesn’t come up, please cancel your request and come back at a later time. The email indicated the database would be updated in 24 hours, but it can sometimes take longer. If everything looks good, acknowledge the match and select Next



Request Unique Entity ID

TEST ACCOUNT
1234 TEST AVENUE
SEATTLE, WA 98101 
USA 

Presenter Notes
Presentation Notes
You’ll need to decide if you want your information searchable or not.  Hit submit 



Receive Unique Entity ID

TEST ACCOUNT
1234 TEST AVENUE
SEATTLE, WA 98101 
USA 

J9VKQSJU8G91

Presenter Notes
Presentation Notes
And you should then receive your 12-digit Unique Entity ID or UEI



Leslie Miller, Advisor
Washington APEX Accelerator

www.washingtonapex.org
info@washingtonapex.org 

Thank You

Presenter Notes
Presentation Notes
Thank you please feel free to email info@washingtonapex.org if you have any questions.

http://www.washingtonapex.org/
mailto:info@washingtonapex.org
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