SAM Verification Walkthrough Instructions for Grant Officials
Step One

Please have the user with access to the organization’s account login to the federal SAM.gov website. In the user’s “Workspace”
they will click on the green “Active Registrations” oval as pictured below.
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Step Two

Once the user has clicked on the green “Active Registrations” oval, they will be taken to a list of all the active registrations
associated with that user. From this list, the user will find the appropriate entry and click on the three dots icon to the right of that
entry as seen below. Once the three dots icon is clicked, a popup menu will appear to which the user should select “View Entry”.
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Step Three

Once the user selects “View Entry” from the three dots icon, the data for that entry will be displayed. The simplest way to capture
the information needed by the PSO is to click on the “Download” link as shown below. Once the user selects the download link,
they will be prompted to save as a PDF. The user will then upload that PDF to one or more pending application(s) and/or active
grant(s) using the bulk feature located on the My Home tab in eGrants. Select the main topic “My Home Tab” for upload details.
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