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Registering/Updating an Entity in SAM.gov 
https://sam.gov 

Schools and libraries that intend to participate in the ECF funding are 
required to be registered in the federal SAM.gov system.  SAM is a web-
based, government-wide application that collects, validates, stores, and 
disseminates business information about the federal government’s 
partners in support of federal awards, grants, and electronic payment processes.    

Many schools and libraries already have SAM registrations, so before you begin a new registration, 
first search the SAM.gov database to determine if your organization is listed and has an updated 
registration.  Instructions for searching the database are below. 

If your entity is not found in the database, then proceed with creating your organization’s SAM.gov 
registration.  The registration process requires a 3-phase process as follows:   

Phase 1:  Establish a username and password with Login.gov.  This is a required step to set 
up a User Account on SAM.gov.  The username/password is for a specific person, not for the 
organization.  

Phase 2:  Create a User Account for SAM.gov.  This User Account is for a specific person, not 
for the organization. 

Phase 3:  Create the organization’s registration. 

Instructions for completing each phase are below. 

Two timely alerts related to SAM.gov:   

• SAM.gov will be completely unavailable Friday, May 21 at 4:00 PM EST through Monday, May 
24 at 9:00 AM EST as it is upgraded to a new interface.  After May 21, the screenshots and 
links below may have changed.   

• Each entity registration expiring between April 1, 2021 and September 30, 2021 will have 
an additional 180 days added to its expiration date.   

 

Searching the SAM.gov Database 
1) Click on the SEARCH RECORDS tab in the top toolbar. 

 

https://sam.gov/
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2) Then enter your part of your school or library’s name to see if you’re listed and what the 
expiration date is of your registration.  Or you can search by your entity’s DUNS number.   

 

 

3) If your organization is listed, and the status is Active, you’re all set.  Nothing more to do.  If 
your organization is not listed, proceed to Process to Register Your Entity in SAM.gov below. 

 

 
 

Process to Register Your Entity in SAM.gov 

Phase 1:  Establish Your Username and Password with Login.gov.  This is a required step 
to set up a User Account on SAM.gov.  The username/password is for a specific person, not for the 
organization.  

 

1) Go to www.SAM.gov.  Click “Log In” in the upper right corner of the page.   

 

http://www.sam.gov/
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2) Click “Create an Account.” Leave 

e-mail/password fields blank. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

3) Enter your e-mail address, select your 
preferred language and click “Submit.” 
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4) Check your e-mail.  The Login.gov 
site just sent a message to this 
account that will contain a link to 
confirm your e-mail.   
 
 

 
 
(If your e-mail address is already registered in Login.gov, 
you will receive an e-mail that displays this message.  If 
you receive this, you can proceed to the next Phase of the 
SAM.gov registration process.)  
 
 
 
 
 

 
 

5) Click on the link in the e-mail to confirm 
your e-mail address. 
 
 
 
 

 
 
 

6) Next, you will be directed to create a 
password for your Login.gov account. 
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7) Finally, you will be required 
to establish a second layer 
of authentication from a 
series of choices, and then 
authenticate using that 
method. 
 

After completing the authentication step, you will receive a notification screen stating that you 
have created your account with Login.gov.  Click “Continue” to move to the SAM.gov user account 
creation phase (Phase 2). 

 

Phase 2:   Create a User Account in SAM.gov 

You need an individual SAM.gov user account to register an entity.  This is a separate from the profile 
you created at Login.gov.   

1) At the end of the Login.gov phase, the system will take direct you the page where you will 
create your Individual SAM.gov User Account.  Click on “Create Individual Account.” 
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2) Complete the information fields on this page and answer the security questions.  Note:  You 
will review this information on the next page before you submit your user account creation 
request.  Note:  answers to security questions are not case sensitive.   
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 

 
3) After confirming your information on the next page, click “Submit.”  

 

4) Finally, you will see this screen that confirms your SAM.gov User Account has been created.  
An e-mail also will be sent with the same confirmation.  Next, move to Phase 3 -- SAM.gov 
Registration for Your Organization. 
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Phase 3:   Register Your Organization in SAM.gov 
 

1) Go to SAM.gov and click “Log In” in the upper right corner of the page. 

 

 

 

 

 

2) Enter your Login.gov e-mail address (it’s the 
same as your SAM.gov e-mail address) and 
click “Sign In.” 

 

 

 

 

 

 

 

 

 

3) Accept the 
SAM.gov Terms and 
Conditions. 
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4) Next you will see a welcome screen.  Click “Entity Registrations” on the left side of the page.  
Then select “Register New Entity.” 
 

 
 
 
 
 

5) The final step in the process is to 
register your entity.  The system will 
walk you through a series of 
pages/questions as part of the 
registration process using four 
different categories: Core Data, 
Assertions, Representations & 
Certifications and Points of Contact.   
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6) Before you begin, note that you will need the following information: 
 

• DUNS Number (to find, go to: DUNS Number Lookup:  
https://fedgov.dnb.com/webform/pages/CCRSearch.jsp).  If you don’t have a DUNS 
number, you can obtain one free of charge at: https://fedgov.dnb.com/webform/.  
 

• Taxpayer Identification Number (TIN) 
 

• Bank routing number, bank account number and bank account type  
 
 

7) To begin, scroll to the bottom of the page and click “Start Registration.”   

 

 

 

8) A quick Guide to Creating New Organization Registration in SAM.gov is available at: 
https://www.sam.gov/SAM/transcript/Quick_Guide_for_Grants_Registrations.pdf  

https://fedgov.dnb.com/webform/pages/CCRSearch.jsp
https://fedgov.dnb.com/webform/
https://www.sam.gov/SAM/transcript/Quick_Guide_for_Grants_Registrations.pdf

