


Why do | have to register?

This allows you to do business with the U.S.
Government like bidding on government contracts
and applying for federal assistance.



Important Notes

e Various documents will be needed regarding your business to submit the
registration.

* You will be applying for the “Financial Assistance Awards Only” option.

* Make sure your entity is submitted for registration, not just your Unique
Entity ID.



Starting the Process
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https://www.youtube.com/watch?v=56NQ77JX5yo

Click here for information on Entity Validation Document Requirements &
Acceptable/Unacceptable Documents.

It may take a few days
before your submitted
documentation is reviewed
and proceed to the next
step. Make sure to check
back within 5 days to see if
more information is
requested.

During this process you
will be assigned an
incident number.

You will need to go back
and finish the validation
process. This time as you
search for your entity, a
list of potential matches
should pop up in the
search. Refer to Starting
the Process slide for
video.

Home »GSAFSD Tier 0 Knowledge Base (Knowledge Base) # Entity Registration - Frequently Asked Questions
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What documentation do | need to validate my
entity?
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What documentation should I use?

» Entity Validation Document Requirements. Check this one-pager first
to learn what documents to provide.

/ » Can I Use this Document for Entity Validation? See whether a specific type
of document is allowed. Alzo shows what not to attach.

» Examples of Acceptable and Unacceptable Documents

How do I know which entity information to submit
documents for?

When going through the validation process, the upload documents
sereen will tell you which parts of vour entity information you need
to prove based on vour answers on the prior screens. This is
determined by your validation case and your entity, not your entity
tvpe. For example, some universities mav not be required to submit


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0055230&sys_kb_id=a03ea4461b802550fe314000f54bcb83&spa=1

Checking Your Status

* You can verify your status on your Workspace. You must be signed in
to check your registration status. Click here for the meanings of the
different statuses. You can also check your entity status on the

Homepage.
* Or here

If you notice your registration
has been submitted for 15
business days or longer:
Verify your workspace and the
Check Status button on the
home page of SAM.

If they are the same- Contact
CAGE to inquire further about
your processing status.

*If they present conflicting
statuses i.e., workspace shows
submitted but status tracker
shows differently- contact

the Federal Service Desk .
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Registrations
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Register Your Entity or Get a Unique  Renew/Update Your Entities
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Select Renew/Update to go to your entity
workspace and renew/update your
entities.

What do | need for regjstration?

Get Started Renew/Update

Svstem Accounts

[#) Reguests [\ Notifications 83 Workspace Sign Out

Profile

Pending Requests
No pending requests
SeeAll
Notifications
o available notifications
SeeAll
Add A New Role

Select on the options below to request a new role.
If you need a role that you do not see below,
ontact an administrator for your organization



https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0029911&sys_kb_id=ae62cdca1b37c154c5c4dd39bc4bcb0d&spa=1
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hecking Your Status by search options

Click here for step-by-step instructions on how to search
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https://www.youtube.com/watch?v=Ezx4qQNVS1Q

Registration Process

* Once the UEl is assigned, you need to continue the process of getting
your entity registered.

* Click here for a step-by-step video on completing the registration of
your entity.

* Or here for written step by step instructions.

1 saM.cov
Select the Entities icon in the

left corner. This will take you

to display a list of your ) . o om
ding Req
Incomplete registrations will T

remain saved in SAM.gov for
90 days.

How to renew or update an entity


https://www.youtube.com/watch?v=IeZb5th5UAE
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Renewing Your Entity

* Entities need to be renewed on an annual basis and must remain in
Active Status. S ——
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Role Management

* When someone registers an entity on SAM.gov they automatically become the entity
administrator.

* |tis advised to have more than one administrator. This and other roles can be assigned
by the original administrator who created the account.

* As administrator, one can assign or reject role requests. Requestors will receive a
notification.

* Click here for a more detailed video about Role Management.

. IfJour Entity Administrator is no longer with the company or there is not an Entity
Administrator associated with the registration click here for more detailed instructions.


https://www.youtube.com/watch?v=lAeANCAFQrs
https://www.fsd.gov/gsafsd_sp?id=gsafsd_kb_articles&sys_id=e999c3f71b806590fe314000f54bcb53

The Help icon is located at the footer of
all pages on SAM.gov.

This will lead to a page allowing you to
search articles for answers, explore the
most popular help topics, and to
communicate with the FSD (Federal
Service Desk) for assistance.

If you are unable to find an answer using
the search options or help topics, click
on Go to FSD or the Federal Service Desk
icon at the bottom where you can
Create an Incident.

Additional Assistance

Our Website
About This Site
Our Community g
Release Notes g5

System Alerts

GSE General Services
Y Administration

Help

@ Use SAM.gov self help options

Q Search

Search help articles to find answers to
your questions.

@ Ask the federal service desk
[ (@ GotoFsD ]

Go to FSD to
* Get help with your account
+ Resolve technical issues

= Create and manage help desk tickets
= Chat with a help desk agent

Please do not contact FSD.gov about specific

contracts, opportunities, or agency processes.

Our Partners

Acquisition.gov gz

Grants.gov i3

More Partners Accessibility

Explure

Explore a menu of our most popular

Feedback
Policies \ Customer Service
Privacy Policy Help
USASpending.gov i Disclaimers Check Entity Status

Freedom of Information Act 2 Federal Service Desk g5

External Resources
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This is a U.S. General Services Administration Federal Government computer system that is
""FOR OFFICIAL USE ONLY." This system is subject to monitoring. Individuals found

performing unauthorized activities are subject to disciplinary action including criminal
prosecution.

Official U.S. Government Website
{\ 100% Free

Help Topic Trends
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@ Register your entity to get started with government
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D FAQs for help with login &

D Supported Brow
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Find What's New in SAM.gov

D View Release Notes 4
\
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Blogs 2

AE System Announcements &



Creating An Incident

$till have a question?

If you are unable to find an answer to your question using search

; § Create an Incident Live Chat
knowledge base or help topics, you can select Create an Incident
to login and submit a ticket or you can select Live Chat to login
and chat with the FSD Service Desk.
* At the bottom of the Federal
Service Desk page, select Create e oo e
a n I nCIdent- Home »Create an Incident Search

Create an Incident

* This will allow you to submit
your question directly to the

Required information

H his related to a Special Project?
service desk. You can attach :
documentation to your N
submission supporting your

issue.

*Please describe the issue below

Attachment Disclaimer

n order to ensure your ticket is processed in a timely manner, it is recommended
that your attachment not exceed 50 MB and be uploaded as one of the file types
listed below:

s PDFfiles
* MSWord (.doc)and {.docx;
* PNG



Additional Assistance

Government Agency Coordination Office — Apex Accelerator
Funded in part through a cooperative agreement with the Department of Defense

Based out of PennWest California, with satellite offices in Pittsburgh and Slippery

Rock

One-on-one counseling on government procurement policies
Identifying codes for federal government contracting

Notifying companies of bid opportunities

Assisting with government registrations

Advising on bid preparation

Conducting seminars and webinars on government contracting
Hosting procurement fairs for face-to-face marketing

Notifying businesses of subcontracting opportunities

Submitting an application

Pittsburgh Office

700 River Avenue, Suite 220
Pittsburgh, PA 15212
Phone: 724-938-5881

Fax: 724-938-4575

Dr. Pricilla A. Robertson,
Government Contracting Specialist

Email: robertson@pennwest.edu

California, PA Office

PennWest University, South Hall, Rm
107

250 University Ave, Box 20
California, PA 15419

Phone: 724-938-5881

Kate Lacey Glodek, CPP, Director

Email: glodek@pennwest.edu



mailto:robertson@pennwest.edu
mailto:glodek@pennwest.edu
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