How to Register For A Unique Entity Identification (UEI)

BEFORE YOU BEGIN: You will be asked to validate your entity.
Have information available with your legal business name, physical
address (no PO boxes), start year, and country or state of
incorporation if applicable.

On April 4, 2022 the federal government transitioned away from the DUNS number to the new
Unique Entity Identification (UEI) number for entity identification.

The following are step by step instructions to assist with requesting a UEI at
https://sam.gov/content/home.

1.  When the page first comes up, a pop up will show. Select OK to proceed:

I saAM.cov

You have reached the new home of SAM.gov, an official website of the U.S.
government. There is no cost to use this site.

SAM.gov has merged with beta SAM.gov. All content from both sites is now here at SAM.gov. This is the official site
for registering to do business with the federal government. Registration on this site is free.

All of the functions below are now on this site:

From SAM.gov From beta.SAM.gov

= Entity registration » Contract opportunities
* Exclusions = Contract data reports
= Entity reporting (SCR and BioPreferred) * Wage determinations
= Disaster response registry * Assistance listings

* Federal hierarchy

Help resources can be found in the SAM.gov help section or by going directly to FSD.gov. You can search the FSD
knowledge base anytime or request help from an FSD agent Manday-Friday 8a.m. to 8 p.m. ET.

[ o not show this message again

2. Create an account.

a.  Select “Sign In” located in the upper right hand corner to create an account.
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How to Register For A Unique Entity Identification (UEI)

b.  From the pop up, select “Accept”.

A0 sAM.cov:

You must accept the U.S. Government System terms to sign into this website

This is a U.S. General Services Administration Federal Government computer system
thatis "FOR OFFICIAL USE ONLY."
This System is subject to monitoring.
Individuals found performing unauthorized activities are subject to disciplinary
action including criminal prosecution.

c. Select “Create an account”.

sam.gov is using Login.gov to allow
you to sign in to your account safely
and securely.

Email address

d.  Enter your email address, Select your email language preference, review and accept
Login.gov rules of use, and click submit to continue to the next section.

Create your account

Jour email address

Select your email language preference

U to receive your email communication in
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e.  You will then receive an email message to validate that email address.

< O @ securelogingov/sign_ up/verify smaiiraquest idsa2cda53b-ac23-4050-boda-55101537 205 ® W @ i
iz W B faading

U LOGIN.GOV .Q_SAM.GOV'

2] Check your email
Wesent an email . Jithalinkto
confirm your email address. Foilow the link to continue creating your

account,

Didn't recelve an email? Resend

Or, use

You can close this wind

® Language * HELP? CONTACT == PRIVA

f.  Follow the instructions to continue the registration process. For assistance with the
registration process, please use the Help or Contact links located at the bottom of the
page.

Once you are logged in, make sure you are on the “Home” page. You will see a green line

under the word Home on the menu.

B % &
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Ent'ty Information Register Your Entity or Get

a Unique Entity ID

You can search and view entity information, Including entity registration
recards, exclusions, and the Disaster Response Registry fram this page. Most
entity records are public information, but you must be signed to search and
view them,

e

What is an entity
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Select “Get Started” from the “Register Your Entity or Get a Unique Entity ID”.

& C @ samigov/contantfentity-information B * &
Hdem: W I o o [ Res B w0 @o0osus [ Commatus B fesegin

W An oblicisl website of the United States gousmment bira's how you know

E_SAM.GO\P B4 Requests @y Notifications BE Workspace [B Sign Out

Home Search Data Bank Data Services Help

[ |

Register Your Entity or Get
a Unique Entity ID

Entity Information

You can search and view entity information, Including entity registration
recards, exclusions, and the Disaster Response Registry fram this page. Most
entity recards are public information, but you must be signed to search and
view them.

+: whatis an entity?
Search Advanced Search
All Entity Information v e.g 123456759, Smith Cc n
@ Check Registration
0 Show active only Status

Under “Register Your Entity or Get a Unique Entity ID” click the Get Started button. This

will not fully register you with SAM.gov, but will get you the UEI you need to contract
with DHSS or another state agency.

Entities

Next Update Due: | Due in Next 30 days: 0 Entities

Register Your Entity or Get a Unique = Renew/Update Your Entities

Entity ID

What do | need for registration? Select Renew/Update to go to your entity
workspace and renew/update your
entities.

How to renew or update an entity =

Renew/Update
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6.  Click the “Get Unique Entity ID” button.

B samgoviworkspace/ein/gerstaned

Crihar Weatrer Iy LPHALn Supples WiZ CBF Lunis [-1Y Plaed Mg @O0 Sies
B Ao ciat witi Of e L i veviae, AR i T N
A sAM.cov @ e
Home  Search  DataBank Data Services Help
< Entity Management
Get Started
Register Entity

An antity FEgatration lows you oy it o Eovermnment contracts and apply for federal asistance. As part of entity
regisiration, we will sssign you 2 Unlgue Entity 1D {SAM].

e . _
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Comiract S
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Camprehensive and current entity inbormathon 15 an esseiitial part of the bederal wand process, It Imporant 1o prepare

yaur information and allew sufficient time fo understand and accurately complete your registration, You ooty need 1o

complete and manage It hen 10 remain eligible for federal awards

You must renew your regatrabion every 385 days for it to remain active

Get Unigue Entity ID [SAM)

Il yomu oy conduct certain types of transactions. such 35 reparting a5 8 sub-awardes, you may mot need 1o complets an

entity registration. Your entity may snly need a Unigque Entity Identifier,

VL = 1D [SAM} far yeur erganizatian without having te compiets 2 full entity registmtion.

Get Unique Entity ID
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— »  May be required to report subawards, such as federal
subcontracts or sub-grants

How to Register For A Unique Entity Identification (UEI)

Select “Get a Unique Entity ID Only” then click Next at the bottom of the page.

What do you want to do?

Choose what you need and we will show you what information to prepare.

O Register for Financial Assistance Awards Only

= Toapply for grants and loans as described by 2 CFR 200. & ﬁl—x

» |ncludes getting 3 Unigue Entity 1D and entity registration.

O Register for All Awards

= To bid on federal contracts and other procurements,as described ;@;

by the Federal Acquisition Regulation (FARL.[2
= Toapply for grants and loans as described by 2 CFR 200. &2

(@) Get a Unigue Entity ID Only

= You will get a Unique Entity ID. This is NOT an entity registration.

What's the difference between getting a UE! only and registration 4

—

2 -3 What do | need for registration?
Download our guide.

Download

Is your entity based outside of the United States?

If you are registering an entity based outside of the United States, you must get an
NCAGE Code before starting a registration. Go to NCAGE Request g2 to submit a
request.

&) & >
Pre'.ri.clus Cancel Mext

Page 6 of 13



How to Register For A Unique Entity Identification (UEI)

b. You will then be asked to validate your entity as seen below.

o—o 3 4

Get Started Validate Entity Get Unigque Entity ID Done

You Are About to Validate Your Entity

The information you provide here will be used throughout the federal government. Make sure that your information is
current and correct.

Before you get started, make sure you can officially document your entity's

s Legal business name [

» Physical address 4 (no P.O. boxes or virtual offices)
o Start year[]

« Country or state of incorporation, if applicable

o National identifier 4 (non-U.S. entities only)

Some entities may need to provide documentation to complete validation, which will take additional time to process.

D | can provide official documentation ¢, if necessary, to validate my entity.

< X >

Previous Cancel Mext
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7.

How to Register For A Unique Entity Identification (UEI)

Fill in the form with the name exactly as you registered with your state filing office and
your physical address. When all required fields are complete click the “Next” arrow.
Note: the “Next” arrow will be grayed out until the information is complete.

Enter Entity Information Validate Information Request UEI Receive UEI

¥ 3 4

Enter Entity Information

All the fellowing information will be used to validate your entity, unless marked as optional.
Legal Business Nama

If you are acting on behall of a limited partnership, LLC, or corporation, your legal business name is the
narme you: registered with your state filing office.

Physical Address
Wour physics] address iy e strebl addrogs of the primary ofice or ether building sdere your ety is located . A post office box may
not b usid @ yoor physicad addodc,
Country
v
Street Address 1
Street Address 2 {Dptional)
ZIP Code [+4]
City State
< X
Previows Cancel Mext
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You will see this pop up as the system searches. When complete, this pop up box goes
away and any results will be displayed.

®

We are searching millions of records to find a match for your entity.
Thank you for your patience.

a. If the information you entered was unable to be validated, then a No Match found
message will appear at the top of the form. You will need to review and correct the
information or click Create Incident for help.

® Mo Match

We were upable to find a match for the information you entered. Please check your mformation
and try again. if you are unable to find a match, select Create Incident (o contact the Faderal
Service Desk (FSD).

Create Incident

b. The progress bar across the top allow you to see where you are in the request process.

Enter Entity Information validate Infarmation Reguest UET [SAM] Receive UEL [SAM)

30 4

Page 9 of 13



How to Register For A Unique Entity Identification (UEI)

During the Validate Entity Information step, the system shows what you entered and will
list all matches found. Select the one that matches and then the Next button to request the
UEI or if you don’t see your information, select Start Over to retype your information or
Create Incident to request help.

@ @ 3 4

Enter Entity Information Validate Information Request UEL Receive UEI

Validate Entity Information

The information you provided matches the following entities. Sefect your entity from the matches_ and
then select Next to continue.

YOU ENTERED

Missouri department of health and senior services

920 Wildwood Drive
Jefferson City, Missouri 65109
UNITED STATES

WE FOUND THE FOLLOWING MATCHES

Showing 1- 10 of 27 results

O MISS0OURI DEPARTMENT OF HEALTH & SENIOR SERVICES

920 WILDWOOD DR
JEFFERSOM CITY, MO G5102-579G USA

O MISSOURI DEPARTMENT OF HEALTH & SEMNIOR SERVICES

930 WILDWOOD DR
JEFFERSON CITY, MO 65109-5796 USA

o DEPARTMENT-HEALTH SEMIOR SERVICE

920 WILDWOOD DR
JEFFERSON CITY, MO 65109-5796 USA

() HEALTH & SENIOR SERVICES

PO BOX E09
JEFFERSOM CITY, MO 65102-080% LSA

Unable to find a match?

If the match above s not your entity and you are unable to find a match, select Create Incident to
cantact the Federal Service Desk (F5D_gov) for assistance.

Start Over Create Incident

<)X

Previous Cancel Mext
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10. Once you have selected the correct listing, you will need to Validate Additional
Information by entering your Year of Incorporation and the State of Incorporation. Once

entered you may select Next.

Enter Entity Information Validate Information Reguest LUEI Receive LE!

3 4

Validate Additional Information

You have selected the following entity.

SELECTED ENTITY

MISSOURI DEPARTMENT OF HEALTH & SENIOR SERVICES

820 WILDWOOD DR
JEFFERSOMN CITY, MO 65103-5726
UsA

Please provide the following infarmation to finish valldating your entity.

Year of Incorporation

VYR

State of Incorporation

< X

Previous  Cancel Mexl
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11. At the bottom of the page there is a selection that defaults to allow that the selected record
be a public display record.

Allow the selected record to be a public display record.

Uyod Feel displaying ron-Sensitivie infamnation Bke yaur registration states, legal business name and

phiysical asde n eaich engine fesults poses 4 security thest or dinger b you o Your
argisn 7, Yo A restract the puldic wiewing of you recond in S0 search engine. Heneeer, your
[alell: i registration imboematian remaing svailbable onder the Fresdam ol Informadion A ta
theee wha download the SAM public dabsfilie. Leam mare shaut SAM public sis Its

Although it is not required, allowing public display is helpful for other entities (such as
DHSS) to be able to search your information for contract compliance. No sensitive
information is displayed. Public display of information looks like the following:

HEALTH AND SENIOR SERVICES, MISSOURI DEPARTMENT OF e Active Registration Entity
Unique Entity ID CAGE Code Physical Address Expiration Date
UETLXVSNGEF4 3A4D6 920 WILDWOOD DR, Mar 4, 2023
JEFFERSON CITY, MO 65109
usa Purpose of Registration
All Awards

12.  Once you have your match and have made your choice about public display, click Next.

- v

Walkdwie |mlgrmation

EFERDUE] DEPARTHINT OF HEAMTHWAND SENSR SEAVCES

HESOUR DEPARTMENT OF HESLTHAND SEMedR SERVCES
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13. During the Request UEI (SAM) process, you will need to check the box to certify that you
are authorized to conduct transactions on behalf of the entity and select “Request Unique

Entity ID”.
o @ v !
Enter Entity Validate Information Request UEI (SAM) Receive UEI (SAM)

Information

Before requesting your Unique Entity ID, please certify under penalty of law that you are
authorized to conduct transactions for this entity to reduce the likelihood of unauthorized
transactions. Then select Request Unique Entity ID.

| certify that | am authorized to conduct transactions on behalf of the entity.

14. During the Receive UEI (SAM) process (final process), you will receive your UEIL. Keep
this information for your records.

Receive Unique Entity ID

Congratulations! You have been assigned the following Unigue Entity 1D,

B 3
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